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Preface 


This dictionary provides the user with the basic vocabulary used in business 
in both British and American English. The dictionary contains words and 
phrases which cover all aspects of business life from the office to the Stock 
Exchange and international trade fairs. 


It is designed for anyone who needs to check the meaning or pronunciation of 
a business term, but especially for those for whom English is an additional 
language. Each entry is explained in clear straightforward English and 
examples are given to show how the words are used in normal contexts. 
Because English is a world language of business, short quotations are 
included from international newspapers. 


Pronunciations, irregular plurals and verb forms, constructions used with 
particular words, differences between American and British usage, and other 
useful points are included. At the back of the book, the user will find 
supplements giving useful information about numbers (how to speak and 
write them), telephoning, and writing business letters, together with a list of 
world currencies, weights and measures, and local times around the world. 


Thanks are due to Steven Gregory for his helpful comments and advice on 
this fourth edition of the dictionary. 


Pronunciation 


The following symbols have been used to show the pronunciation of the main 


words in the dictionary. 


Stress is indicated by a main stress mark ( ' ) and a secondary stress mark (, ). 
Note that these are only guides, as the stress of the word changes according to its 


position in the sentence. 


Vowels 

æ back 
ar harm 
D stop 
al type 
au how 
alo hire 
auə hour 
or course 
1 annoy 
e head 
eo fair 
el make 
eu go 

3I word 
ix keep 
i happy 
ə about 
I fit 

13 near 
u annual 
ur pool 
U book 
ua tour 
A shut 


Consonants 


NON a g sc OATH V HP VSB BETAS Te Pa Oe Bee 


buck 
dead 
other 
jump 
fare 
gold 
head 
yellow 
cab 
leave 
mix 
nil 
sing 
print 
rest 
save 
shop 
take 
change 
theft 
value 
work 
loch 
measure 
zone 


A 


A /e1/, AA, AAA noun letters that show 
how reliable a particular share, bond or 
company is considered to be O These 
bonds have a AAA rating. 
‘...the rating concern lowered its rating to 
single-A from double-A, and its senior 
debt rating to triple-B from single-A’ 
[Wall Street Journal] 
COMMENT: The AAA rating is given by 
Standard & Poor's or by Moody’s, and in- 
dicates a very high level of reliability for 
a corporate or municipal bond in the US. 
A1 /,e1 'won/ adjective 1. in very good 
condition O We sell only goods in Al con- 
dition. 2. o ship which is A1 at Lloyd’s 
a ship which is in the best possible condi- 
tion according to Lloyd’s Register 
abandon /ə'bændən/ verb 1. to give up 
or not continue doing something O We 
abandoned the idea of setting up a New 
York office. O The development pro- 
gramme had to be abandoned when the 
company ran out of cash. o to abandon 
an action to give up a court case 2. to 
leave something O The crew abandoned 
the sinking ship. 


abandonment /a'bendonmont/ noun 
an act of giving up voluntarily something 
that you own, such as an option or the 
right to a property o abandonment of a 
ship giving up a ship and cargo to the un- 
derwriters against payment for total loss 
abatement /a'bertmont/ noun an act 
of reducing 


abbreviated accounts /ə bri:viertid 
o'kaunts/ noun a shortened version of a 
company’s annual accounts that a small 
or medium sized company can file with 
the Registrar of Companies, instead of a 
full version 


above par /ə,bav 'pa:/ adjective refer- 
ring to a share with a market price higher 
than its par value 






































above the line /a,bav da 'larn/ adjec- 
tive, adverb 1. used to describe entries in 
a company’s profit and loss accounts that 
appear above the line separating entries 
showing the origin of the funds that have 
contributed to the profit or loss from those 
that relate to its distribution. Exceptional 
and extraordinary items appear above the 
line. O Exceptional items are noted above 
the line in company accounts. ù below 
the line 2. relating to revenue items in a 
government budget 3. relating to advertis- 
ing for which payment is made (such as 
an ad in a magazine or a stand at a trade 
fair) and for which a commission is paid 
to an advertising agency. Compare below 
the line 


above-the-line advertising /a,bav 
60 lain 'edvotaizin/ noun advertising 
for which a payment is made and for 
which a commission is paid to the adver- 
tising agency, e.g. an advertisement in a 
magazine or a stand at a trade fair. Com- 
pare below-the-line advertising (NOTE: 
as opposed to direct marketing) 


abroad /9'bro:d/ adverb to or in another 
country O The consignment of cars was 
shipped abroad last week. O The chair- 
man is abroad on business. O He worked 
abroad for ten years. O Half of our profit 
comes from sales abroad. 


absence /'æbsəns/ noun the fact of not 
being at work or at a meeting o in the ab- 
sence of when someone is not there O In 
the absence of the chairman, his deputy 
took the chair. 


absent /‘zbsont/ adjective not at work 
or not at a meeting O He was absent ow- 
ing to illness. O Ten of the workers are ab- 
sent with flu. O The chairman is absent in 
Holland on business. 














absentee 





absentee /,zbson'ti:/ noun a person 
who is absent or an employee who stays 
away from work for no good reason 
absenteeism = /,bs(a)n'tir1z(0)m/ 
noun the practice of staying away from 
work for no good reason O Low produc- 
tivity is largely due to the high level of ab- 
senteeism. O Absenteeism is high in the 
week before Christmas. 
“...but the reforms still hadn’t fundamen- 
tally changed conditions on the shop floor: 
absenteeism was as high as 20% on some 
days’ [Business Week] 
absenteeism rate /,zbson'ti:1z(9)m 
reit/ noun the percentage of the work- 
force which is away from work with no 
good excuse O The rate of absenteeism or 
the absenteeism rate always increases in 
fine weather. 
absolute /'æbsəlu:t/ adjective com- 
plete or total 
absorb /ab'zo:b/ verb to take in a small 
item so that it forms part of a larger one 
to absorb overheads to include a propor- 
tion of overhead costs into a production 
cost (this is done at a certain rate, called 
the ‘absorption rate’) o overheads have 
absorbed all our profits all our profits 
have gone in paying overhead expenses 
to absorb a loss by a subsidiary to in- 
clude a subsidiary company’s loss in the 
group accounts o a business which has 
been absorbed by a competitor a small 
business which has been made part of a 
larger one 
absorption /ab'zo:pfan/ noun the 
process of making a smaller business part 
of a larger one, so that the smaller compa- 
ny in effect no longer exists 
absorption costing /əb'zə:pfən 
ikpstin/ noun a form of costing for a 
product that includes both the direct costs 
of production and the indirect overhead 
costs as well 
absorption rate /əb'zo:pfən rert/ 
noun a rate at which overhead costs are 
absorbed into each unit of production 
abstract /'æbstrækt/ noun a short form 
of a report or document O to make an ab- 
stract of the company accounts 
abstract of title /eb,strekt ov 
'tait(a)l/ noun a summary of the details 
of the ownership of a property which has 
not been registered 


alc, ace abbr account 


















































ACAS /'erkæs/ abbr Advisory, Concili- 
ation and Arbitration Service 


accelerate /ək'selərert/ verb to make 
something go faster 


acceleration clause /ok,sels're1fan 
iklorz/ noun US a clause in a contract 
providing for immediate payment of the 
total balance if there is a breach of con- 
tract 


accept /ok'sept/ verb 1. to take some- 
thing which is being offered o to accept 
delivery of a shipment to take goods into 
the warehouse officially when they are 
delivered 2. to say ‘yes’ or to agree to 
something O She accepted the offer of a 














job in Australia. O He accepted £2000 in 


lieu of notice. 


acceptable /ak'septab(a)l/ adjective 
easily accepted O Both parties found the 
offer acceptable. O The terms of the con- 
tract of employment are not acceptable to 
the candidate. 


acceptance /sk'septons/ noun 1. the 
act of signing a bill of exchange to show 
that you agree to pay it o to present a bill 
for acceptance to present a bill for pay- 
ment by the person who has accepted it 2. 
acceptance of an offer the act of agree- 
ing to an offer o to give an offer a condi- 
tional acceptance to accept an offer pro- 
vided that specific things happen or that 
specific terms apply o we have their let- 
ter of acceptance we have received a let- 
ter from them accepting the offer 


acceptance against documents 
/ak,septons ogenst 'dokjumonts/ noun 
a transaction where the seller takes charge 
of the shipping documents for a consign- 
ment of goods when a buyer accepts a bill 
of exchange O Acceptance against docu- 
ments protects the seller when sending 
goods which are not yet paid for. 
acceptance bank /ak'septans beenk/ 
noun US same as accepting house 
acceptance house /ək'septəns 
haus/ noun same as accepting house 
acceptance sampling /ok'septons 
sarmplin/ noun the process of testing a 
small sample of a batch to see if the whole 
batch is good enough to be accepted 
accepting house /ok'septi ‘haus/ 
noun a firm, usually a merchant bank, 
which accepts bills of exchange at a dis- 
count, in return for immediate payment to 


















































account 





the issuer, in this case the Bank of Eng- 
land 
Accepting Houses Committee /ok 
septin ,jhauziz ko'miti/ noun the main 
London merchant banks, which organise 
the lending of money with the Bank of 
England. They receive slightly better dis- 
count rates from the Bank. 
access /‘zkses/ noun o to have access 
to something to be able to obtain or reach 
something O She has access to large 
amounts of venture capital. @ verb to call 
up data which is stored in a computer O 
She accessed the address file on the com- 
puter. 
accession /ak'sef(a)n/ noun the act of 
joining an organisation 
access time /'ækses ,tarm/ noun the 
time taken by a computer to find data 
stored in it 
accident /'æksıd(ə)nt/ noun some- 
thing unpleasant which can be caused by 
carelessness or which happens by chance 
such as a plane crash 
accident insurance /,zksid(a)nt in 
'fuərəns/ noun insurance which will pay 
the insured person when an accident takes 
place 
accident policy /,zksrd(a)nt 'poltsi/ 
noun an insurance contract which pro- 
vides a person with accident insurance 
accommodation /ə,komo'derf(o)n/ 
noun 1. money lent for a short time 2. 
to reach an accommodation with credi- 
tors to agree terms for settlement with 
creditors 3. a place to stay temporarily or 
live in O Visitors have difficulty in finding 
hotel accommodation during the summer. 
‘...any non-resident private landlord can 
let furnished or unfurnished accommoda- 
tion to a tenant’ [Times] 
“...the airline providing roomy accommo- 
dations at below-average fares’ [Dun’s 
Business Month] 
accommodation address /ə,komə 
‘deif(a)n 9,dres/ noun an address used 
for receiving messages, but which is not 
the real address of the company 
accommodation bill /ə,komə 
‘deif(a)n ,bil/ noun a bill of exchange 
where the person signing (the ‘drawee’) is 
helping another company (the ‘drawer’) 
to raise a loan 
accompany /s'kamp(a)ni/ verb to go 
with O The chairman came to the meeting 


























accompanied by the finance director. O 
They sent a formal letter of complaint, ac- 
companied by an invoice for damage. 
(NOTE: accompanied by something) 
accordance /s'ko:d(9)ns/ noun o in 
accordance with in agreement or con- 
formity with, as a result of what someone 
has said should be done O Jn accordance 
with your instructions we have deposited 
the money in your current account. O I am 
submitting the claim for damages in ac- 
cordance with the advice of our legal ad- 
visers. 

accordingly /a'ko:dmli/ adverb in 
agreement with what has been decided O 
We have received your letter and have al- 
tered the contract accordingly. 
according to /s'ko:din tu:/ preposi- 
tion 1. in accordance with O The compu- 
ter was installed according to the manu- 














facturer’s instructions. 2. as stated or 


shown by someone 
“...the budget targets for employment and 
growth are within reach according to the 
latest figures’ [Australian Financial Re- 
view | 
account /o'kaunt/ noun 1. a record of 
financial transactions over a period of 
time, such as money paid, received, bor- 
rowed or owed O Please send me your ac- 
count or a detailed or an itemised ac- 
count. 2. (in a shop) an arrangement 
which a customer has to buy goods and 
pay for them at a later date, usually the 
end of the month O to have an account or 
a charge account or a credit account with 
Harrods O Put it on my account or charge 
it to my account. O They are one of our 
largest accounts. 0 to open an account 
(of a customer) to ask a shop to supply 
goods which you will pay for at a later 
date o to open an account, to close an 
account (of a shop) to start or to stop sup- 
plying a customer on credit o to settle an 
account to pay all the money owed on an 
account o to stop an account to stop sup- 
plying a customer until payment has been 
made for goods supplied 3. o on account 
as part of a total bill o to pay money on 
account to pay to settle part of a bill o ad- 
vance on account money paid as a part 
payment 4. a customer who does a large 
amount of business with a firm and has an 
account with it O Smith Brothers is one of 
our largest accounts. O Our sales people 
call on their best accounts twice a month. 
















































































accountability 








5. o to keep the accounts to write each 
sum of money in the account book O The 
bookkeeper’s job is to enter all the money 
received in the accounts. o profit and 
loss account (P&L account) statement 
of company expenditure and income over 
a period of time, almost always one calen- 
dar year, showing whether the company 
has made a profit or loss (the balance 
sheet shows the state of a company’s fi- 
nances at a certain date; the profit and loss 
account shows the movements which 
have taken place since the last balance 
sheet) 6. o overdrawn account an ac- 
count where you have taken out more 
money than you have put in, i.e. the bank 
is effectively lending you money o to 
open an account to start an account by 
putting money in O She opened an ac- 
count with the Bradford & Bingley Build- 
ing Society. o to close an account to take 
all money out of a bank account and stop 
the account O We closed our account with 
Lloyds. 7. a period during which shares 
are traded for credit, and at the end of 
which the shares bought must be paid for 
(NOTE: On the London Stock Exchange, 
there are twenty-four accounts during 
the year, each running usually for ten 
working days.) 8. a notice o to take ac- 
count of inflation, to take inflation into 
account to assume that there will be a 
specific percentage of inflation when 
making calculations m verb o to account 
for to explain and record a money trans- 
action O to account for a loss or a dis- 
crepancy O The reps have to account for 
all their expenses to the sales manager. 


accountability /o,kaunta'biliti/ noun 
the fact of being responsible to someone 
for something, e.g. the accountability of 
directors to the shareholders 


accountable /ə'kauntəb(ə)l/ adjec- 
tive referring to a person who has to ex- 
plain what has taken place or who is re- 
sponsible for something (NOTE: You are 
accountable to someone for some- 
thing.) 

accountancy /os'kauntonsi/ noun the 
work of an accountant O They are study- 
ing accountancy or They are accountancy 
students. (NOTE: The US term is ac- 
counting in this meaning.) 

account book /s'kaunt buk/ noun a 
book with printed columns which is used 
to record sales and purchases 



















































































account day /a'kaunt de1/ noun a day 
on which shares which have been bought 
must be paid for, usually a Monday ten 
days after the end of an account. Also 
called settlement day 
account end /s,kaunt 'end/ noun the 
end of an accounting period 
account executive /ə'kaunt ig 
,zekjutiv/ noun an employee who looks 
after customers or who is the link between 
customers and the company 
accounting /a'kauntin/ noun 1. the 
work of recording money paid, received, 
borrowed or owed O accounting methods 
O accounting procedures O an account- 
ing machine 2. accountancy, the work of 
an accountant as a course of study 
“...applicants will be professionally quali- 
fied and have a degree in Commerce or 


Accounting’ 
[Australian Financial Review] 
accounting period  /s'kauntin 


\pioriod/ noun a period of time at the end 
of which the firm’s accounts are made up 
accounts /a'kaunts/ noun detailed 
records of a company’s financial affairs 
accounts department /a'kaunts di 
,pa:tmont/ noun a department in a com- 
pany which deals with money paid, re- 
ceived, borrowed or owed 

accounts manager /ə'kaunts 
‚mænıd3ə/ noun the manager of an ac- 
counts department 

accounts payable /3,kaunts 
'perəb(ə)l/ noun money owed by a com- 
pany 

accounts receivable /s,kaunts rı 
'sirvab(a)l/ noun money owed to a com- 
pany. Abbreviation AR 

accounts staff /o'kauntz sta:f/ noun 
people who work in the accounts depart- 
ment 

accreditation /a,kredi'te1f(9)n/ noun 
the process of certifying the competence 
of a person in a certain area 

accredited /o'kreditid/ adjective re- 
ferring to an agent who is appointed by a 
company to act on its behalf 

accrual /ə'kru:əl/ noun 1. the act of 
noting financial transactions when they 
take place, and not when payment is made 
2. a gradual increase by addition o accru- 
al of interest the automatic addition of in- 
terest to capital 














acquisition rate 





accrue /o'kru:/ verb 1. to record a fi- 
nancial transaction in accounts when it 
takes place, and not when payment is 
made or received 2. to increase and be due 
for payment at a later date O Interest ac- 
crues from the beginning of the month. 


accrued dividend /a,kru:d divi 
‘dend/ noun a dividend earned since the 
last dividend was paid 

accrued interest /s,kru:d 'ıntrəst/ 
noun interest which has been earned by 
an interest-bearing investment O Accrued 
interest is added quarterly. 


accrued liabilities /o,kru:d lara 
‘bilitiz/ noun liabilities which are record- 
ed in an accounting period, although pay- 
ment has not yet been made. This refers to 
liabilities such as rent, electricity, etc. 
acct abbr account 

accumulate /a'kju:mjuleit/ verb to 
grow in quantity by being added to, or to 
get more of something over a period of 
time O We allow dividends to accumulate 
in the fund. 


accumulated profit l 
,kju:mjulertid 'profit/ noun a profit 
which is not paid as dividend but is taken 
over into the accounts of the following 
year 


accumulated reserves h 
,kju:mjolertid ri'z3:vz/ plural noun re- 
serves which a company has put aside 
over a period of years 


accumulation unit = /a,kju:mju 
'lerf(ə)n ,jumit/ noun a type of unit in a 
unit trust, which produces dividends 
which are used to form more units (as op- 
posed to an income unit, which produces 
dividends which the investor receives as 
income) 


accurate /'ækjurət/ adjective correct 
O The sales department made an accurate 
forecast of sales. O The designers pro- 
duced an accurate copy of the plan. 


accuse /ə'kju:z/ verb to say that some- 
one has committed a crime O She was ac- 
cused of stealing from the petty cash box. 
O He was accused of industrial espio- 
nage. (NOTE: You accuse someone of a 
crime or of doing something.) 

achieve /ə't fi:v/ verb to succeed in do- 
ing something, to do something success- 
fully O He has achieved his long-term 
training objectives. O The company has 


achieved great success in the Far East. O 
We achieved all our objectives in 2001. 
“...the company expects to move to profits 
of FFr 2m next year and achieve equally 
rapid growth in following years’ 
[Financial Times] 
achievement /a't fi:vmant/ noun suc- 
cess or something that has been achieved 
achiever /a't fizva/ noun a person who 
is successful or who tends to achieve his 
or her objectives O It was her reputation 
as a high achiever that made us think of 
headhunting her. } VALS 
acid test ratio /,esid 'test ,rerfiou/ 
noun same as liquidity ratio 
acknowledge /ak'nvlid3/ verb to tell a 
sender that a letter, package or shipment 
has arrived O He has still not acknowl- 
edged my letter of the 24th. O We ac- 
knowledge receipt of your letter of June 
14th. 
acknowledgement /ok'nvlid3mont/ 
noun the act of acknowledging O She sent 
an acknowledgement of receipt. O The 
company sent a letter of acknowledge- 
ment after I sent in my job application. 
acoustic hood /a,ku:strk 'hud/ noun 
a cover which is put over a printer to re- 
duce the noise level 
a/c payee /,e1 sia pet'i:/ words written 
between the two lines on a crossed 
cheque, to show that it can only be paid 
into the account of the person whose 
name is written on the cheque (all 
cheques have this printed on them) 
acquire /a'kwata/ verb to buy O to ac- 
quire a company O We have acquired a 
new office building in the centre of town. 
acquirer /a'kwatora/ noun a person or 
company which buys something 
acquisition /,ekw1'zif(9)n/ noun 1. 
something bought O The chocolate facto- 
ry is our latest acquisition. 2. the takeover 
of a company. The results and cash flows 
of the acquired company are brought into 
the group accounts only from the date of 
acquisition: the figures for the previous 
period for the reporting entity should not 
be adjusted. The difference between the 
fair value of the net identifiable assets ac- 
quired and the fair value of the purchase 
consideration is goodwill. 3. the act of 
getting or buying something 
acquisition rate /,ekwr'z1f(o)n rert/ 
noun a figure that indicates how much 


acre 





new business is being won by a compa- 
ny’s marketing activities 

acre /'erkə/ noun a measure of the area 
of land (= 0.45 hectares) (NOTE: The plu- 
ral is used with figures, except before a 
noun: he has bought a farm of 250 
acres, he has bought a 250 acre farm.) 


across-the-board /a,krvs 6a 'bo:d/ 
adjective applying to everything or every- 
one O an across-the-board price increase 
or wage increase 


act /ekt/ noun a law passed by parlia- 
ment which must be obeyed by the people 
m verb to do something O The board will 
have to act quickly if the company’s losses 
are going to be reduced. o to act on 
something to do what you have been 
asked to do by someone O to act on a let- 
ter O The lawyers are acting on our in- 
structions. 


ACT abbr Advance Corporation Tax 
acting /‘ektin/ adjective working in 
place of someone for a short time © act- 
ing manager O the Acting Chairman 


action /'ækfən/ noun 1. a thing which 
has been done o to take action to do 
something O You must take action if you 
want to stop people cheating you. O You 
must take action if you want to improve 
productivity. 2. o to take industrial ac- 
tion to do something (usually to go on 
strike) to show that you are not happy 
with conditions at work 3. a case in a law 
court where a person or company sues an- 
other person or company o to take legal 
action to sue someone O an action for li- 
bel or a libel action O an action for dam- 
ages O She brought an action for wrong- 
ful dismissal against her former employ- 
er. 


action-centred leadership /,ekfon 
sentad 'li:dafip/ noun a theory of lead- 
ership which focuses on what leaders ac- 
tually have to do in order to be effective, 
rather than on the personal qualities that 
they need to be good leaders, and which 
believes that leadership can be taught 
(NOTE: Action-centred leadership is usu- 
ally illustrated by three overlapping cir- 
cles, which represent the three key ac- 
tivities undertaken by leaders: achieving 
the task, building and maintaining the 
team and developing the individual.) 

action rationality /,1f(a)n ,reJ(o)n 
‘eliti/ noun a decision-making model 


















































that is designed to increase the motivation 
for action by presenting only a limited 
range of alternatives and stressing only 
the positive outcomes 
active /'æktıv/ adjective involving 
many transactions or activities O an ac- 
tive demand for oil shares O an active day 
on the Stock Exchange O Computer 
shares are very active. 
active partner /,ktiv 'pa:tno/ noun 
a partner who works in a company that is 
a partnership 
activity /ek'tiviti/ noun something 
which is done O out-of-work activities 
“...preliminary indications of the level of 
business investment and activity during 
the March quarter will provide a good pic- 
ture of economic activity in the year’ 
[Australian Financial Review] 
activity chart /ek'tiviti tfart/ noun a 
plan showing work which has been done, 
made so that it can be compared to a pre- 
vious plan showing how much work 
should be done 
act of God /,kt ov 'god/ noun some- 
thing you do not expect to happen and 
which cannot be avoided, e.g. a storm or a 
flood (NOTE: Acts of God are not usually 
covered by insurance policies.) 
ACTU abbr Australian Council of Trade 
Unions 
actuals /'æktfuəlz/ plural noun real 
figures O These figures are the actuals for 
last year. 
actuarial /,ektJu'eorial/ adjective cal- 
culated by an actuary O The premiums are 
worked out according to actuarial calcu- 
lations. 
actuarial tables  /,xktJueorial 
'terb(ə)lz/ noun lists showing how long 
people are likely to live, used to calculate 
life assurance premiums and annuities 
actuary /'æktfuəri/ noun a person em- 
ployed by an insurance company or other 
organisation to calculate the risk involved 
in an insurance, and therefore the premi- 
ums payable by people taking out insur- 
ance 
ACU abbr Asian Currency Unit 
ad /ed/ noun same as advertisement 
(informal) O We put an ad in the paper. O 
She answered an ad in the paper. O He 


found his job through an ad in the paper. 


add /æd/ verb to put figures together to 
make a total O If you add the interest to 


adjust 





the capital you will get quite a large sum. 
O Interest is added monthly. 
add up phrasal verb 1. to put several 
figures together to make a total O He 
made a mistake in adding up the column 
of figures. n the figures do not add up 
the total given is not correct 2. to make 
sense O The complaints in the letter just 
do not add up. 
add up to phrasal verb to make a total 
of O The total expenditure adds up to 
more than £1,000. 


added value /,zedid 'vzlju:/ noun an 
amount added to the value of a product or 
service, equal to the difference between 
its cost and the amount received when it is 
sold. Wages, taxes, etc. are deducted from 
the added value to give the profit. ù VAT 


adding /'zd1n/ adjective which adds, 
which makes additions O an adding ma- 
chine 


addition /a'dif(9)n/ noun 1. a thing or 
person added O The management has 
stopped all additions to the staff: © We are 
exhibiting several additions to our prod- 
uct line. O The marketing director is the 
latest addition to the board. 2. o in addi- 
tion to added to, as well as O There are 
twelve registered letters to be sent in ad- 
dition to this packet. 3. an arithmetical 
operation consisting of adding together 
two or more numbers to make a sum O 
You don’t need a calculator to do simple 
addition. 


additional /a'dif(9)nal/ adjective extra 
which is added O additional costs O They 
sent us a list of additional charges. O 
Some additional clauses were added to 
the contract. O Additional duty will have 
to be paid. 


additional premium /o,drf(9)nol 
‘prizmiom/ noun a payment made to cov- 
er extra items in an existing insurance 


address /o'dres/ noun the details of 
number, street and town where an office is 
located or a person lives O My business 
address and phone number are printed on 
the card. @ verb to write the details of an 
address on an envelope or package O a 
letter addressed to the managing director 
O an incorrectly addressed package O 
Please address your enquiries to the man- 
ager. 

address book /ə'dres buk/ noun a 
special notebook, with columns printed in 


























such a way that names, addresses and 
phone numbers can be entered 
addressee /zdre'si:/ noun a person to 
whom a letter or package is addressed 
address list /a'dres lıst/ noun a list of 
names and addresses of people and com- 
panies 
adequate /'ædıkwət/ adjective more 
or less satisfactory O The results of the 
tests on the product were adequate. 
ad hoc decision /,d hok di's13(9)n/ 
noun a decision taken to solve a particular 
problem 
adhocracy /æd'hpkrəsi/ noun a form 
of organisation characterised by a flexi- 
ble, organic structure, often comprising 
experts attached to project groups without 
functional divisions 
adjourn /9'd33:n/ verb to stop a meet- 
ing for a period O The chairman ad- 
journed the meeting until three o’clock. O 
The meeting adjourned at midday. 0 ad- 
journ a case sine die to postpone the 
hearing of a case without fixing a new 
date for it 
adjournment /a'd33:nmont/ noun an 
act of adjourning O He proposed the ad- 
journment of the meeting. 
adjudicate /9'd3u:dikeit/ verb to give 
a judgement between two parties in law or 
to decide a legal problem O to adjudicate 
a claim O to adjudicate in a dispute o he 
was adjudicated bankrupt he was de- 
clared legally bankrupt 
adjudication /a,dzurdi'kerf(a)n/ 
noun the act of giving a judgement or of 
deciding a legal problem 
adjudication of bankruptcy /ə 
dzu:dikerf(9)n əv 'benkraptsi/ noun 
a legal order making someone bankrupt 
adjudication order = /a,d3u:d1 
'kerf(©)n ,o:da/ noun an order by a court 
making someone bankrupt 
adjudication tribunal /o,d3u:dr 
‘kerf(a)n trai,bjurn(a)l/ noun a group 
which adjudicates in industrial disputes 
adjudicator /a'd3u:dikerta/ noun a 
person who gives a decision on a problem 
O an adjudicator in an industrial dispute 
adjust /o'd3ast/ verb to change some- 
thing to fit new conditions O Prices are 
adjusted for inflation. 
“...1nflation-adjusted GNP moved up at a 
1.3% annual rate’ [Fortune] 
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‘Saudi Arabia will no longer adjust its pro- 

duction to match short-term supply with 

demand’ [Economist] 

“...on a seasonally-adjusted basis, output 

of trucks, electric power, steel and paper 

decreased’ [Business Week] 
adjuster /a'dzasta/ noun a person who 
calculates losses for an insurance compa- 
ny 
adjustment /o'd3astmont/ noun the 
act of adjusting O to make an adjustment 
to salaries O an adjustment of prices to 
take account of rising costs 
adjustor /a'd3asto/ noun same as ad- 
juster 
admin /'ædmın/ noun 1. the work of ad- 
ministration, especially paperwork 
(informal) O All this admin work takes a 
lot of my time. O There is too much admin 
in this job. O Admin costs seem to be ris- 
ing each quarter. O The admin people 
have sent the report back. 2. administra- 
tion staff or the administration depart- 
ment O Admin say they need the report 
immediately. O She did not answer my 
note but sent it on to admin. (NOTE: no 
plural; as a group of people it can have 
a plural verb) 
administer /əd'mınıstə/ verb to or- 
ganise, manage or direct the whole of an 
organisation or part of one O She admin- 
isters a large pension fund. O It will be the 
HR manager’s job to administer the in- 
duction programme. 
administered price /əd'mınıstəd 
prais/ noun US a price fixed by a manu- 
facturer which cannot be varied by a re- 
tailer (NOTE: The UK term is resale 
price maintenance.) 
administration /ad,mmu1'strerf(o)n/ 
noun 1. the action of organising, control- 
ling or managing a company 2. a person 
or group of people who manage or direct 
an organisation O It is up to the adminis- 
tration to solve the problem, not the gov- 
ernment. 3. the running of a company in 
receivership by an administrator appoint- 
ed by the courts 4. an appointment by a 
court of a person to manage the affairs of 
a company 
administration costs /əd,mını 
'strerf(ə)n ,kpsts/, administration ex- 
penses /ad,mint'streif(a)n Ik 
spensiz/ plural noun the costs of man- 
agement, not including production, mar- 
keting or distribution costs 


administrative /əd'mınıstrətıv/ ad- 
jective referring to administration O ad- 
ministrative details O administrative ex- 
penses 

administrator /əd'mınıstrertə/ noun 
1. a person who directs the work of other 
employees in a business O After several 
years as a college teacher, she hopes to 
become an administrator. 2. a person ap- 
pointed by a court to manage the affairs of 
someone who dies without leaving a will 
3. a person appointed by a court to admin- 
ister a company which is insolvent 
admission /əd'mıf(ə)n/ noun an act of 
saying that something really happened O 
He had to resign after his admission that 
he had passed information to the rival 
company. 

admission charge /əd'mıf(ə)n 
tfa:d3/ noun the price to be paid before 
going into an area or building, e.g. to see 
an exhibition 

admit /əd'mıt/ verb to say that some- 
thing is correct, to say that something re- 
ally happened O The chairman admitted 
he had taken the cash from the company’s 
safe. (NOTE: admitting — admitted) 
admittance /ad'mit(a)ns/ noun the act 
of allowing someone to go in O no admit- 
tance except on business 

adopt /a'dvpt/ verb to agree to some- 
thing or to accept something 

adoption curve /ə'dppfən ks:v/ 
noun a line on a graph showing how many 
consumers adopt or buy a new product at 
various time periods after the launch date 
O The adoption curve shows that most 
people who buy the product do so at a 


fairly late stage. 


ADR abbr American Depositary Receipt 
ad valorem duty /,ed vo'lo:rom 
,djurti/ noun the duty calculated on the 
sales value of the goods 

ad valorem tax /,zed va'lo:rem teks/ 
noun a tax calculated according to the 
value of the goods taxed 

advance /əd'va:ns/ noun 1. money 
paid as a loan or as a part of a payment to 
be made later O She asked if she could 
have a cash advance. O We paid her an 
advance on account. O Can I have an ad- 
vance of £100 against next month’s sala- 
ry? 2. an increase 3. o in advance early, 
before something happens O freight pay- 
able in advance O prices fixed in advance 














advertising agency 





m adjective early, or taking place before 
something else happens O advance pay- 
ment O Advance holiday bookings are up 
on last year. O You must give seven days’ 
advance notice of withdrawals from the 
account. ™@ verb 1. to pay an amount of 
money to someone as a loan or as a part of 
a payment to be made later O The bank 
advanced him £100,000 against the secu- 
rity of his house. 2. to increase O Prices 
generally advanced on the stock market. 
3. to make something happen earlier O 
The date of the AGM has been advanced 
to May 10th. O The meeting with the Ger- 
man distributors has been advanced from 
11.00 to 09.30. 


Advance Corporation Tax /əd 
pvams ,korpa'rerf(a)n tæks/ noun a tax 
which was abolished in 1999, paid by a 
company in advance of its main corpora- 
tion tax payments. It was paid when divi- 
dends were paid to shareholders and was 
deducted from the main tax payment 
when that fell due. It appeared on the tax 
voucher attached to a dividend warrant. 
Abbreviation ACT 


advanced manufacturing tech- 
nology /od,vainst »menju fekt form 
tek'npvlod3i/ noun modern computer- 
based technology that can be introduced 
at every stage of the manufacturing proc- 
ess, from design through to assembly, to 
make production faster and more effi- 
cient. Abbreviation AMT (NOTE: Ad- 
vanced manufacturing technology in- 
cludes such things as computer-aided 
design, computer-aided engineering, 
computer-integrated manufacturing, au- 
tomated materials handling systems, 
electronic data interchange and robot- 
ics.) 

advantage /ad'va:ntid3/ noun some- 
thing useful which may help you to be 
successful O Knowledge of two foreign 
languages is an advantage. O There is no 
advantage in arriving at the exhibition 
before it opens. O Fast typing is an advan- 
tage in a secretary. o to take advantage 
of something to use something which 
helps you 

adventure training /əd'ventfə 
,tremin/, adventure learning /əd 
'ventfə ,lsinin/ noun a type of training 
in which employees engage in group 
games and physically demanding outdoor 
activities such as climbing and abseiling 














away from their usual work environment 
(NOTE: The aim of adventure training is 
to develop skills in leadership, problem- 
solving, decision-making and interper- 
sonal communication and to build team 
spirit.) 

adverse /'zedv3:s/ adjective unfavoura- 
ble o adverse balance of trade a situa- 
tion in which a country imports more than 
it exports o adverse trading conditions 
bad conditions for trade 

advert /'ædv3:t/ noun same as adver- 
tisement (informal) © to put an advert in 
the paper O to answer an advert in the pa- 
per O classified adverts O display adverts 
advertise /‘zedvatatz/ verb to arrange 
and pay for publicity designed to help sell 
products or services or to find new em- 
ployees O to advertise a vacancy O to ad- 
vertise for a secretary O to advertise a 
new product 

advertisement /əd'vs:tısmənt/ noun 
a notice which shows that something is 
for sale, that a service is offered, that 
someone wants something or that a job is 
vacant 

advertisement hoarding /od 
v3itismont 'hor:din/ noun a large board 
for posters 

advertisement manager /əd 
'vaitismont ,mænıd3ə/ noun the man- 
ager in charge of the advertisement sec- 
tion of a newspaper 

advertisement panel lad 
'‘vaitismont ,pæn(ə)l/ noun a specially 
designed large advertising space in a 
newspaper 

advertiser /'ædvətarzə/ noun a person 
or company that advertises O The cata- 
logue gives a list of advertisers. 
advertising /'ædvətarzıy/ noun the 
business of announcing that something is 
for sale or of trying to persuade customers 
to buy a product or service O She works in 
advertising or She has a job in advertis- 
ing. O Their new advertising campaign is 
being launched next week. O The compa- 
ny has asked an advertising agent to pre- 
pare a presentation. o to take advertis- 
ing space in a paper to book space for an 
advertisement in a newspaper 
advertising agency /'ædvətarzıy 
,e1dzansi/ noun an office which plans, 
designs and manages advertising for other 
companies 
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advertising budget /‘edvotaizin 
,bad3ıt/ noun money planned for spend- 
ing on advertising O Our advertising 
budget has been increased. 
advertising campaign /‘zdvataizin 
kem,pein/ noun a co-ordinated publicity 
or advertising drive to sell a product 


advertising jingle /'ædvətarzıy 
,d31ng(a)l/ noun a short and easily re- 
membered tune or song to advertise a 
product on television, etc. 


advertising manager /‘edvotaizin 
smzenid3a/ noun the manager in charge 
of advertising a company’s products 


advertising medium /‘edvoataizin 
mirdiom/ noun a type of advertisement, 
e.g. a TV commercial O The product was 
advertised through the medium of the 
trade press. (NOTE: The plural for this 
meaning is media.) 

advertising rates /‘edvotaizin 
reits/ noun the amount of money charged 
for advertising space in a newspaper or 
advertising time on TV 

advertising space /‘edvotaizin 
speis/ noun a space in a newspaper set 
aside for advertisements 

advertorial /,zedvo'to:rial/ noun text 
in a magazine which is not written by the 
editorial staff but by an advertiser 
advice /ad'vats/ noun 1. a notification 
telling someone what has happened 2. an 
opinion as to what action to take O The 
accountant’s advice was to send the doc- 
uments to the police. a to take legal ad- 
vice to ask a lawyer to say what should be 
done © as per advice according to what 
is written on the advice note 


advice note /ad'vais naut/ noun the 
written notice to a customer giving details 
of goods ordered and shipped but not yet 
delivered. Also called letter of advice 


advise /ad'vatz/ verb 1. to tell someone 
what has happened O We have been ad- 
vised that the shipment will arrive next 
week. 2. to suggest to someone what 
should be done O The lawyer advised us 
to send the documents to the police. 
advise against phrasal verb to sug- 
gest that something should not be done 
O The HR manager advised against dis- 
missing the staff without notice. 


adviser /ad'vaizo/, advisor noun a 
person who suggests what should be done 














O He is consulting the company’s legal 
adviser. 

advisory /ad'vaiz(a)ri/ adjective as an 
adviser O She is acting in an advisory ca- 
pacity. 

Advisory, Conciliation and Arbi- 
tration Service /od,vaiz(s)ri konsili 
erf(ajn ond ,arbr'treif(a)n ,s3rvis/ 
noun a British government service which 
arbitrates in disputes between manage- 
ment and employees. Abbreviation 
ACAS 

advisory board /ad'vaiz(o)ri_,bo:d/ 
noun a group of advisors 

affair /a'fea/ noun business or dealings 
O Are you involved in the copyright af- 


fair? O His affairs were so difficult to un- 


derstand that the lawyers had to ask ac- 
countants for advice. 

affect /o'fekt/ verb to cause some 
change in something, especially to have a 
bad effect on something O The new gov- 
ernment regulations do not affect us. 
affidavit /,fi'dervit/ noun a written 
statement which is signed and sworn be- 
fore a solicitor, judge, JP, etc., and which 
can then be used as evidence in court 
affiliate /o'filiett/ noun a company 
which partly owns another company, or is 
partly owned by the same holding compa- 
ny as another 

affiliated /o'filrertid/ adjective con- 
nected with or owned by another compa- 
ny O Smiths Ltd is one of our affiliated 
companies. 

affiliate programme = /a'filiat 
,prougrem/ noun an arrangement under 
which the owners of websites agree to 
display banners and buttons advertising 
another company’s products or services 
on their websites in return for a commis- 
sion on any purchases from the advertiser 
made by their customers 

affinity card /ə'fınıti ka:d/ noun a 
credit card where a percentage of each 
purchase made is given by the credit card 
company to a stated charity 

affirmative /o'fs:motiv/ adjective 
meaning ‘yes’ o the answer was in the 
affirmative the answer was yes 
affirmative action  /s,fs:motiv 
'ækfən/ noun US the practice of provid- 
ing opportunities for disadvantaged 
groups such as ethnic minorities, women 
or people with disabilities 
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affluence /'zfluons/ noun wealth and a 
high standard of living 


affluent society /,fluont so'saroti/ 
noun a type of society where most people 
are rich 


afford /a'fo:d/ verb to be able to pay for 
or buy something O We could not afford 
the cost of two telephones. O The compa- 
ny cannot afford the time to train new 
staff. (NOTE: Only used after can, can- 
not, could, could not, able to) 
AFL-CIO noun an organisation linking 
US trade unions. Full form American 
Federation of Labor — Congress of In- 
dustrial Organisations 

after-hours buying /‘a:fto avəz/, af- 
ter-hours selling, after-hours dealing 
noun the activity of buying, selling or 
dealing in shares after the Stock Ex- 
change has officially closed for the day, 
such deals being subject to normal Stock 
Exchange rules. In this way, dealers can 
take advantage of the fact that because of 
time differences, the various stock ex- 
changes around the world are open almost 
all twenty-four hours of the day. 


after-hours trading /,a:fta auəz 
'treidin/ noun trading after the Stock Ex- 
change had closed 


after-sales service /,a:fto serlz 
's3rvis/ noun a service of a machine car- 
ried out by the seller for some time after 
the machine has been bought 
after-tax profit /,a:fto 'tæks ,profit/ 
noun a profit after tax has been deducted 
against /ə'genst/ preposition 1. in view 
of the fact that something else is owed or 
has been pledged O Can I have an ad- 
vance against next month’s salary? O The 
bank advanced him £10,000 against the 
security of his house. 2. compared with 
“...investment can be written off against 
the marginal rate of tax’ [Investors Chron- 
icle| 
aged debtors analysis /'erdzd 
'detəz ə'næləsıs/, ageing schedule 
/‘e1d31 'Sedju:l/ noun a list which anal- 
yses a company’s debtors, showing the 
number of days their payments are out- 
standing 
COMMENT: An ageing schedule shows all 
the debtors of a company and lists (usu- 
ally in descending order of age) all the 
debts that are outstanding. The debtors 
will be shown as: £X at 30 days, £Y at 60 
days, £Z at 90 days, etc. 


age discrimination /‘e1d3 diskrimr 
wneif(a)n/ noun unfair treatment result- 
ing from prejudice against a person on the 
grounds of their age (NOTE: Countries 
such as Australia and the United States 
have passed laws to make age discrim- 
ination illegal) 

ageism /‘e1d31z(9)m/ noun unfair dis- 
crimination against older people 

age limit /‘e1d3 ,lımıt/ noun the top age 
at which you are allowed to do a job O 
There is an age limit of thirty-five on the 
post of buyer. 


agency /‘e1d3onsi/ noun 1. an office or 
job of representing another company in 
an area O They signed an agency agree- 
ment or an agency contract. 2. an office or 
business which arranges things for other 
companies 


agency labour /'eid3onsi _,letbo/ 
noun staff supplied by an employment 
agency 

agenda /a'd3enda/ noun a list of things 
to be discussed at a meeting O The confer- 
ence agenda or the agenda of O After two 
hours we were still discussing the first 
item on the agenda. O We usually put fi- 
nance at the top of the agenda. O The 
chair wants two items removed from or 
taken off the agenda. 


agent /‘e1d3ant/ noun 1. a person who 
represents a company or another person 
in an area O to be the agent for BMW cars 
O to be the agent for IBM 2. a person in 
charge of an agency O an advertising 
agent O The estate agent sent me a list of 
properties for sale. O Our trip was organ- 
ised through our local travel agent. 3. 
(business) agent US the chief local offi- 
cial of a trade union O Management 
would only discuss the new payment 
scheme with agents officially representing 
the workers. 

agent’s commission /,e1d3onts ko 
‘mif(a)n/ noun money, often a percent- 
age of sales, paid to an agent 
aggregate /'ægrıgət/ adjective total, 
with everything added together O aggre- 
gate output 

aggregate demand /egrigat di 
'ma:nd/ noun the total demand for goods 
and services from all sectors of the econ- 
omy including individuals, companies 
and the government O Economists are 
studying the recent fall in aggregate de- 
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mand. O As incomes have risen, so has 
aggregate demand. 

aggregate supply /,zgrigoat so'plat/ 
noun all goods and services on the market 
O Is aggregate supply meeting aggregate 
demand? 


aggregator /'zgrigeita/ noun an or- 
ganisation that acts as a link between pro- 
ducers and customers in business dealings 
over the Internet. The aggregator selects 
products for sale over the Internet, sets 
prices, and ensures that orders are ful- 
filled. 


agio /‘zd310u/ noun 1. a charge made 
for changing money of one currency into 
another, or for changing banknotes into 
cash 2. the difference between two val- 
ues, such as between the interest charged 
on loans made by a bank and the interest 
paid by the bank on deposits, or the differ- 
ence between the values of two currencies 


AGM abbr Annual General Meeting 


agora /'ægərə/ noun a marketplace on 
the Internet 


agree /a'gri:/ verb 1. to decide and ap- 
prove something together with another 
person or other people O The figures were 
agreed between the two parties. O We 
have agreed the budgets for next year. O 
The terms of the contract are still to be 
agreed. 2. o to agree on something to 
come to a decision that is acceptable to 
everyone about something O We all 
agreed on the need for action. 3. o to 
agree to something to say that you accept 
something that is suggested O After some 
discussion he agreed to our plan. o to 
agree to do something to say that you 
will do something O She agreed to be 
chairman. O Will the finance director 
agree to resign? 4. to be the same as O 
The two sets of calculations do not agree. 
agree with phrasal verb 1. to say that 
your opinions are the same as someone 
else’s O I agree with the chairman that 
the figures are lower than normal. 2. to 
be the same as O The auditors’ figures 
do not agree with those of the accounts 
department. 


agreed /a'gri:d/ adjective having been 
accepted by everyone O We pay an agreed 
amount each month. O The agreed terms 
of employment are laid down in the con- 
tract. 
































agreed price /a,gri:d 'prars/ noun a 
price which has been accepted by both the 
buyer and seller 


agreed takeover bid /a,gri:d 
'terkəuvə bid/ noun a takeover bid 
which is accepted by the target company 
and recommended by its directors to its 
shareholders 


agreement /o'gri:mont/ noun a spo- 
ken or written contract between people or 
groups which explains how they will act 
O a written agreement O an unwritten or 
verbal agreement O to draw up or to draft 
an agreement © to break an agreement O 
to sign an agreement O to reach an agree- 
ment or to come to an agreement on some- 
thing O a collective wage agreement 
“...after three days of tough negotiations 
the company has reached agreement with 


its 1,200 unionized workers’ [Toronto 
Star] 
agricultural co-operative /ægrı 


ikaltf(a)ral kau 'ppərətıv/ noun a farm 
run by groups of workers who are the 
owners and share the profits 
agricultural economist /,«gri 
ikaltf(a)ral 1'konomist/ noun a person 
who specializes in the study of finance 
and investment in agriculture 
agriculture /'ægrıkalt fə/ noun use of 
land for growing crops or raising animals, 
etc. O Agriculture is still an important 
part of the nation’s economy. 


ahead /a'hed/ adverb in front of, better 
than O We are already ahead of our sales 


forecast. O The company has a lot of work 


ahead of it if it wants to increase its mar- 
ket share. 


aim /erm/ noun something which you try 
to do O One of our aims is to increase the 
quality of our products. o the company 
has achieved all its aims the company 
has done all the things it had hoped to do 
m verb to try to do something O Each 
member of the sales team must aim to 
double their previous year’s sales. O We 
aim to be No. 1 in the market within two 
years. 


air /eə/ noun a method of travelling or 
sending goods using aircraft O to send a 
letter or a shipment by air @ verb o to air 
a grievance to talk about or discuss a 
grievance O The management committee 
is useful because it allows the workers’ 
representatives to air their grievances. 
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air cargo /'eə ,ka:gau/ noun goods 
sent by air 

air carrier /'eə ,kæriə/ noun a company 
which sends cargo or passengers by air 
air forwarding /'eə ,fo:wadin/ noun 
the process of arranging for goods to be 
shipped by air 

air freight /'eə frert/ noun the transpor- 
tation of goods in aircraft, or goods sent 
by air O to send a shipment by air freight 
O Air freight tariffs are rising. 
airfreight /'eəfrert/ verb to send goods 
by air O to airfreight a consignment to 
Mexico O We airfreighted the shipment 
because our agent ran out of stock. 
airline /'eəlaın/ noun a company which 
carries passengers or cargo by air 
airmail /‘eamel/ noun a postal service 
which sends letters or parcels by air O to 
send a package by airmail © Airmail 
charges have risen by 15%. ™ verb to 
send letters or parcels by air O We air- 
mailed the document to New York. 
airmail envelope /‘eomeil 
,envoaloup/ noun a very light envelope for 
sending airmail letters 

airmail letter /‘eamerl ,leta/ noun a 
letter sent by air 

airmail sticker /,eo,meil 'sttko/ noun 
a blue sticker with the words ‘air mail’, 
which can be stuck on an envelope or par- 
cel to show that it is being sent by air 
airmail transfer /'eəme1l ,trensf3:/ 
noun an act of sending money from one 
bank to another by airmail 

airport bus /'es,po:t bas/ noun a bus 
which takes passengers to and from an 
airport 

airport security /,eo,po:t si'kjuoariti/ 
noun actions taken to protect aircraft and 
passengers against attack 

airport tax /'eapo:t tæks/ noun a tax 
added to the price of an air ticket to cover 
the cost of running an airport 

airport terminal /,ea,port 
'tsrmin(a)I/ noun the main building at an 
airport where passengers arrive and de- 
part 

air terminal /‘eo ,ts:min(9)I/ noun a 
building in a town where passengers meet 
to be taken by bus to an airport outside the 
town 

all /o:1/ adjective, pronoun everything or 
everyone O All (of) the managers attend- 


ed the meeting. O A salesman should 
know the prices of all the products he is 
selling. 
all-in /,9:1 'tn/ adjective including every- 
thing O The fee payable is £150 all-in. 
all-in policy /,5:1 ın 'polrsi/ noun an 
insurance policy which covers all risks 
all-in rate /,o:1 ın 'rert/ noun 1. a price 
which covers all the costs connected with 
a purchase, such as delivery, tax and in- 
surance, as well as the cost of the goods 
themselves 2. a wage which includes all 
extra payments such as bonuses and merit 
pay 
allocate /‘zlakeit/ verb 1. to provide a 
particular amount from a total sum of 
money for a particular purpose O We allo- 
cate 10% of revenue to publicity. O 
$2,500 was allocated to office furniture. 
2. to divide something in various ways 
and share it out O How are we going to al- 
locate the available office space? 
allocation /,ælə'kerf(ə)n/ noun the 
process of providing sums of money for 
particular purposes, or a sum provided for 
a purpose O the allocation of funds to a 
project 
allot /ə'lot/ verb to share out o to allot 
shares to give a certain number of shares 
to people who have applied for them 
allotment /ə'lotmənt/ noun 1. the 
process of sharing out something, espe- 
cially money between various depart- 
ments, projects or people O The allotment 
of funds to each project is the responsibil- 
ity of the finance director. 2. the act of 
giving shares in a new company to people 
who have applied for them O share allot- 
ment O payment in full on allotment 
all-out strike /,5:1 aut 'strark/ noun a 
complete strike by all employees 
allow /a'lav/ verb 1. to say that someone 
can do something O Junior members of 
staff are not allowed to use the chair- 
man’s lift. © The company allows all 
members of staff to take six days’ holiday 
at Christmas. 2. to give O to allow 5% 
discount to members of staff 3. to agree to 
or accept legally O to allow a claim or an 
appeal 
allow for phrasal verb 1. to give a dis- 
count for something, or to add an extra 
sum to cover something O to allow for 
money paid in advance O Add on an ex- 
tra 10% to allow for postage and pack- 
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ing. delivery is not allowed for 
delivery charges are not included 2. to 
include something in your calculations 
allow 28 days for delivery calculate 
that delivery will take up to 28 days 
allowable /a'lauab(a)I/ adjective legal- 
ly accepted. Opposite disallowable 
allowable expenses /ə,lauəb(ə)l 1k 
‘spensiz/ plural noun business expenses 
which can be claimed against tax 
allowance /ə'lauəns/ noun 1. money 
which is given for a special reason O a 
travel allowance or a travelling allow- 
ance 2. a part of an income which is not 
taxed O allowances against tax or tax al- 
lowances O personal allowances 3. mon- 
ey removed in the form of a discount O an 
allowance for depreciation O an allow- 
ance for exchange loss 
“...the compensation plan includes base, 
incentive and car allowance totalling 
$50,000+’ [Globe and Mail (Toronto) 
allowed time /a,laud 'taım/ noun paid 
time which the management agrees an 
employee can spend on rest, cleaning or 
meals, not working 
all-risks policy /,9:1 'rısks ,polisi/ 
noun an insurance policy which covers 
risks of any kind, with no exclusions 
all-time /,9:1 'tarm/ adjective o all-time 
high, all-time low highest or lowest point 
ever reached O Sales have fallen from 
their all-time high of last year. 
“...shares closed at an all-time high yester- 
day as expectations grew of lower interest 
rates’ [Times] 
alphabetical order /,ælfəbetık(ə)l 
‘g1do/ noun the arrangement of records 
such as files and index cards in the order 
of the letters of the alphabet 
alter /'o:ltə/ verb to change O to alter the 
terms of a contract 
alteration /,o:Ito're1f(a)n/ noun a 
change which has been made O He made 
some alterations to the terms of a con- 
tract. O The agreement was signed with- 
out any alterations. 
alternate director /pl,tsmit dar 
'rektə/ noun a person nominated by a di- 
rector to attend meetings in his place 
alternative /o:l'ts:nativ/ noun a thing 
which can be done instead of another O 
What is the alternative to firing half the 
staff? o we have no alternative there is 
nothing else we can do E adjective other, 


















































which can take the place of something 
to find someone alternative employ- 
ment to find someone another job 


altogether = /,o:lta'geda/ adverb 
putting everything together O The staff of 
the three companies in the group come to 
2,500 altogether. O The company lost 
£2m last year and £4m this year, making 
£6m altogether for the two years. 


a.m. /,e1 'em/ adverb in the morning, be- 
fore 12 midday O The flight leaves at 9.20 
a.m. O Telephone calls before 6 a.m. are 
charged at the cheap rate. (NOTE: The US 
spelling is A.M.) 

amalgamate /s'mzlgamerit/ verb to 
join together with another group O The 
amalgamated group includes six compa- 
nies. 

ambition /em'bif(s)n/ noun what 
someone wants to do or achieve in their 
life O We insist that our sales representa- 
tives have plenty of ambition. O Her am- 
bition is to become the senior partner in 
the firm. 


ambitious /æm'bıfəs/ adjective full of 
ambition, wanting to do or achieve some- 
thing O He is ambitious, but not very com- 
petent. 


amend /a'mend/ verb to change and 
make more correct or acceptable O Please 
amend your copy of the contract accord- 
ingly. 

amendment /s'mendmont/ noun a 
change to a document O to propose an 
amendment to the constitution O to make 
amendments to a contract 


American Depositary Receipt /ə 
‘merikoan di'pozitri ri'si:t/ noun a doc- 
ument issued by an American bank to US 
citizens, making them unregistered share- 
holders of companies in foreign coun- 
tries. The document allows them to re- 
ceive dividends from their investments, 
and ADRs can themselves be bought or 
sold. Abbreviation ADR 
COMMENT: Buying and selling ADRs is 
easier for American investors than buy- 
ing or selling the actual shares them- 
selves, as it avoids stamp duty and can 
be carried out in dollars without incurring 
exchange costs. 
American Stock Exchange /s 
smerikon 'stok 1ks,tfernd3/ noun the 
smaller of the two Stock Exchanges based 
in New York (the other is the New York 
Stock Exchange or NYSE). Abbreviation 











annually 





Amex (NOTE: Also called Curb Ex- 
change or Little Board, as opposed to 
the Big Board, or NYSE.) 
Amex /'æmeks/ abbr American Stock 
Exchange (informal) 
AmEx /'emeks/ abbr American Ex- 
press 
amortisable /,emo:'taizob(a)l/ ad- 
jective being possible to amortise O The 
capital cost is amortisable over a period 
of ten years. 
amortisation /a,mo:tar'zerf(a)n/, 
amortising noun an act of amortising O 
amortisation of a debt 
amortise /a'mo:taiz/, amortize verb 
1. to repay a loan by regular payments, 
most of which pay off the interest on the 
loan at first, and then reduce the principal 
as the repayment period progresses O The 
capital cost is amortised over five years. 
2. to depreciate or to write down the cap- 
ital value of an asset over a period of time 
in a company’s accounts 
amount /a'maunt/ noun a quantity of 
money O A small amount has been de- 
ducted to cover our costs. O A large 
amount is still owing. O What is the 
amount to be written off? ™ verb a to 
amount to to make a total of O Their 
debts amount to over £1m. 

amount to phrasal verb to make a total 

of O Their debts amount to over £1m. 
AMT abbr advanced manufacturing tech- 
nology 
analyse /‘znolaiz/, analyze verb to ex- 
amine someone or something in detail O 
to analyse a statement of account O to an- 
alyse the market potential 
analysis /ə'næləsıs/ noun a detailed 
examination and report O a job analysis O 
market analysis O Her job is to produce a 
regular sales analysis. (NOTE: The plural 
is analyses.) 
analyst /‘znolist/ noun a person who 
analyses O a market analyst O a systems 
analyst 
analytical /,no'litrk(9)I/ adjective us- 
ing analysis 
announce /s'nauns/ verb to tell some- 
thing to the public O to announce the first 
year’s trading results O The director has 
announced a programme of investment. 
announcement /s'naunsmont/ noun 
an act of telling something in public O the 
announcement of a cutback in expendi- 














ture O the announcement of the appoint- 
ment of a new managing director O The 
managing director made an announce- 
ment to the staff. 
annual /'ænjuəl/ adjective for one year 
O an annual statement of income O They 
have six weeks’ annual leave. O The com- 
pany has an annual growth of 5%. O We 
get an annual bonus. o on an annual ba- 
sis each year O The figures are revised on 
an annual basis. 
“...real wages have risen at an annual rate 
of only 1% in the last two years’ 
[Sunday Times] 
“...the remuneration package will include 
an attractive salary, profit sharing and a 
company car together with four weeks’ an- 
nual holiday’ [Times] 
annual accounts /,njuol a'kaunts/ 
plural noun the accounts prepared at the 
end of a financial year O The annual ac- 
counts have been sent to the sharehold- 
ers. 
annual depreciation /,enjuol dr 
\pritfi'e1f(a)n/ noun a reduction in the 
book value of an asset at a particular rate 
per year. ò straight line depreciation 
Annual General Meeting /,enjuol 
,dzen(a)ral_ 'mi:trj/ noun an annual 
meeting of all shareholders of a company, 
when the company’s financial situation is 
presented by and discussed with the di- 
rectors, when the accounts for the past 
year are approved and when dividends are 
declared and audited. Abbreviation AGM 
(NOTE: The US term is annual meeting 
or annual stockholders’ meeting.) 
annual income /,enjuol ‘inkam/ 
noun money received during a calendar 
year 
annualised /'znjuolatzd/, annual- 
ized adjective shown on an annual basis 
“...he believes this may have caused the 
economy to grow at an annualized rate of 
almost 5 per cent in the final quarter of last 
year’ [Investors Chronicle] 
annualised percentage rate 
/ ænjuəlaızd pə'sentıdz ,rert/ noun a 
yearly percentage rate, calculated by mul- 
tiplying the monthly rate by twelve. Ab- 
breviation APR (NOTE: The annualised 
percentage rate is not as accurate as 
the Annual Percentage Rate (APR), 
which includes fees and other charges.) 
annually /'ænjuəli/ adverb each year O 
The figures are updated annually. 
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Annual Percentage Rate /njuol 
po'sentid3 rert/ noun a rate of interest 
(such as on a hire-purchase agreement) 
shown on an annual compound basis, and 
including fees and charges. Abbreviation 
APR 


annual report /,zenjual ri'po:t/ noun 
areport of acompany’s financial situation 
at the end of a year, sent to all the share- 
holders 


annual return /,znjuol ri'ta:n/ noun 
an official report which a registered com- 
pany has to make each year to the Regis- 
trar of Companies 


annuitant /a'njuzitont/ noun a person 
who receives an annuity 


annuity /s'njurti/ noun money paid 
each year to a retired person, usually in 
return for a lump-sum payment. The val- 
ue of the annuity depends on how long the 
person lives, as it usually cannot be 
passed on to another person. Annuities 
are fixed payments, and lose their value 
with inflation, whereas a pension can be 
index-linked. O to buy or to take out an 
annuity O She has a government annuity 
or an annuity from the government. 
COMMENT: When a person retires, he or 
she is required by law to purchase a 
‘compulsory purchase annuity’ with the 
funds accumulated in his or her pension 
fund. This provides a taxable income for 
the rest of his or her life, but usually it is 
a fixed income which does not change 
with inflation. 
annuity for life /onju:ti fo ‘larf/ 
noun annual payments made to someone 
as long as they are alive 
annul /s'nal/ verb to cancel or to stop 
something being legal O The contract was 
annulled by the court. (NOTE: annulling 
— annulled) 


annulment /a'nalmoant/ noun the act 
of cancelling O the annulment of a con- 
tract 


answer /‘a:nso/ noun a reply, a letter or 
conversation coming after someone has 
written or spoken O my letter got no an- 
swer or there was no answer to my letter 
O I am writing in answer to your letter of 
October 6th. O I tried to phone his office 
but there was no answer. ™@ verb to speak 
or write after someone has spoken or writ- 
ten to you o to answer a letter to write a 
letter in reply to a letter which you have 
received o to answer the telephone to 























lift the telephone when it rings and listen 
to what the caller is saying 

answering service _/‘a:ns(9)rin 
,S3rvis/ noun an office which answers the 
telephone and takes messages for some- 
one or for a company 

antedate /,enti'dert/ verb to put an 
earlier date on a document O The invoice 
was antedated to January Ist. 

anti- /ænti/ prefix against 
anti-dumping /,znti 'dampin/ adjec- 
tive intended to stop surplus goods being 
sold in foreign markets at a price that is 
lower than their marginal cost 
anti-dumping duty /,enti 'dampin/ 
noun same as countervailing duty 
anti-inflationary /eenti m 
'‘flerf(a)n(@)ri/ adjective restricting or 
trying to restrict inflation O anti-infla- 
tionary measures 

anti-inflationary measure /,znti ın 
'flerf(a)n(9)ri_ ,me3ə/ noun a measure 
taken to reduce inflation 

anti-site /'ænti sart/ noun a website de- 
voted to attacking a particular company or 
organisation. An anti-site often imitates 
the target organisation’s own site and is 
usually set up by a customer who has a 
complaint against the organisation that he 
or she has been unable to express on the 
organisation’s own site. Also known as 
hate site 

anti-trust /,enti 'trast/ adjective at- 
tacking monopolies and encouraging 
competition O anti-trust measures 

any other business /eni ,ado 
‘biznis/ noun an item at the end of an 
agenda, where any matter can be raised. 
Abbreviation AOB 

AOB abbr any other business 

aperture envelope L æpətfə 
'envələup/ noun an envelope with a hole 
in it so that the address on the letter inside 
can be seen 

apologize /ə'pplədz3arz/ verb to say 
you are sorry O to apologize for the delay 
in answering O she apologized for being 
late 

appeal /a'pi:l/ noun 1. the fact of being 
attractive 2. the act of asking a law court 
or a government department to change its 
decision O He lost his appeal for damages 
against the company. o she won her case 
on appeal her case was lost in the first 
court, but the appeal court said that she 
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was right m verb 1. to attract O The idea 
of working in Australia for six months ap- 
pealed to her. 2. to ask a law court or a 
government department or to alter its de- 
cision O The union appealed against the 
decision of the tribunal. (NOTE: You ap- 
peal to a court or a person against a de- 
cision.) 

appear /ə'p1ə/ verb to seem O The com- 
pany appeared to be doing well. O The 
managing director appears to be in con- 
trol. 

appendix /s'pendiks/ noun 1. addi- 
tional sheets at the back of a contract 2. 
additional pages at the back of a book 
applicant /‘zplikont/ noun a person 
who applies for something O an applicant 
for ajob or a job applicant O an applicant 
to an industrial tribunal O There were 
thousands of applicants for shares in the 
new company. 

application /,pli'ke1f(9)n/ noun 1. 
the act of asking for something, usually in 
writing, or a document in which someone 
asks for something, e.g. a job O shares 
payable on application O She sent off six 
applications for job or six job applica- 
tions. 2. effort or diligence O She has 
shown great application in her work on 
the project. 

application form /,pli'kerf(o)n 
,form/ noun a form to be filled in when 
applying for a new issue of shares or for a 
job 

apply /ə'pla1/ verb 1. to ask for some- 
thing, usually in writing O to apply in 
writing O to apply in person O The more 
ambitious of the employees will apply for 
the management trainee programme. O 
About fifty people have applied for the 
job, but there is only one vacancy. 2. to af- 
fect or to relate to O This clause applies 
only to deals outside the EU. (NOTE: [all 
senses] applies — applying — applied) 
appoint /s'pomt/ verb to choose some- 
one for a job O We have appointed a new 
distribution manager. O They’ve appoint- 
ed Janet Smith (to the post of) manager. 
(NOTE: You appoint a person to a job.) 
appointee /apoin'ti:/ noun a person 
who is appointed to a job 
appointment /s'pomtmont/ noun 1. 
an arrangement to meet O to make or to fix 
an appointment with someone for two 
o’clock O He was late for his appoint- 


ment. O She had to cancel her appoint- 
ment. 2. the act of being appointed to a 
job, or of appointing someone to a job 
on his appointment as manager when 
he was made manager 3. a job 
appointments book /s'pointmonts 
buk/ noun a desk diary in which appoint- 
ments are noted 
appointments vacant la 
,pointmonts 'verkont/ noun a list (in a 
newspaper) of jobs which are available 
apportion /ə'pə:f(ə)n/ verb to share 
out something, e.g. costs, funds or blame 
O Costs are apportioned according to 
projected revenue. 
apportionment —_/a'po:{(2)nmont/ 
noun the sharing out of costs 
appraisal /ə'pre1z(ə)l/ noun a calcula- 
tion of the value of someone or something 
*...we are now reaching a stage in industry 
and commerce where appraisals are be- 
coming part of the management culture. 
Most managers now take it for granted that 
they will appraise and be appraised’ 
[Personnel Management] 
appraise /s'preiz/ verb to assess or to 
calculate the value of something or some- 
one 
appraisee /spret'zi:/ noun an employ- 
ee who is being appraised by his or her 
manager in an appraisal interview 
appreciate /s'pri:Jiert/ verb 1. to no- 
tice how good something is 2. (of curren- 
cy, shares, etc.) to increase in value 
appreciation /ə,pri:fi'e1f(ə)n/ noun 
1. an increase in value. Also called capi- 
tal appreciation 2. the act of valuing 
something highly O She was given a pay 
rise in appreciation of her excellent work. 
apprentice /o'prentis/ noun a young 
person who works under contract for a pe- 
riod in order to be trained in a skill E verb 
to be apprenticed to someone to work 
with a skilled worker to learn from them 
apprenticeship /s'prentissip/ noun 
the time spent learning a skilled trade O 
He served a six-year apprenticeship in the 
steel works. 
appro /‘zprau/ noun same as approval 
(informal) o to buy something on appro 
to buy something which you will only pay 
for if it is satisfactory 
approach /s'prautf/ noun an act of 
getting in touch with someone with a pro- 
posal O The company made an approach 
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to the supermarket chain. O The board 
turned down all approaches on the sub- 
ject of mergers. O We have had an ap- 
proach from a Japanese company to buy 
our car division. O She has had an ap- 
proach from a firm of headhunters. ™@ verb 
to get in touch with someone with a pro- 
posal O He approached the bank with a 
request for a loan. O The company was 
approached by an American publisher 
with the suggestion of a merger. O We 
have been approached several times but 
have turned down all offers. O She was 
approached by a headhunter with the of- 
fer of a job. 


appropriate adjective /ə'prəupriət/ 
suitable O J leave it to you to take appro- 
priate action. @ verb /a'prauprielt/ to 
put a sum of money aside for a special 
purpose O to appropriate a sum of money 
for a capital project 

appropriation /a,praupri'erf(a)n/ 
noun the act of putting money aside for a 
special purpose O appropriation of funds 
to the reserve 

appropriation account /s,proupri 
'erf(ə)n o,kaunt/ noun the part of a prof- 
it and loss account which shows how the 
profit has been dealt with, e.g., how much 
has been given to the shareholders as div- 
idends and how much is being put into the 
reserves 


approval /a'pru:v(a)l/ noun 1. the act 
of saying or thinking that something is 
good O to submit a budget for approval 2. 
on approval in order to be able to use 
something for a period of time and check 
that it is satisfactory before paying for it O 
to buy a photocopier on approval 
approve /ə'pru:v/ verb 1. o to approve 
of something to think something is good 
O The chairman approves of the new com- 
pany letter heading. O The sales staff do 
not approve of interference from the ac- 
counts division. 2. to agree to something 
officially O to approve the terms of a con- 
tract O The proposal was approved by the 
board. 

approximate /s'proksimot/ adjective 
not exact, but almost correct O The sales 
division has made an approximate fore- 
cast of expenditure. 

approximately /a'proksimotli/ ad- 
verb not quite exactly, but close to the fig- 
ure shown O Expenditure on marketing is 


























approximately 10% down on the previous 
quarter. 


approximation /s,proksi'merf(9)n/ 
noun a rough calculation O Each depart- 
ment has been asked to provide an ap- 
proximation of expenditure for next year. 
O The final figure is only an approxima- 
tion. 


APR abbr Annual Percentage Rate 
aptitude /‘zptitju:d/ noun the ability 
to do something 

aptitude test /‘zpti,tju:d test/ noun 
a test to see if a candidate is suitable for a 
certain type of work. Compare attain- 
ment test 


AR abbr accounts receivable 


arbitrage /‘a:br,tra:3/ noun the busi- 
ness of making a profit from the differ- 
ence in value of various assets, e.g. by 
selling foreign currencies or commodities 
on one market and buying on another at 
almost the same time to profit from differ- 
ent exchange rates, or by buying curren- 
cies forward and selling them forward at 
a later date, to benefit from a difference in 
prices 

arbitrage syndicate /‘a:bitra:3 
\Sindikat/ noun a group of people who 
together raise the capital to invest in arbi- 
trage deals 


arbitrageur /‘a:bitre1d39/, arbitrager 

/,arbitra:'33:/ noun a person whose 

business is arbitrage 
COMMENT: Arbitrageurs buy shares in 
companies which are potential takeover 
targets, either to force up the price of the 
shares before the takeover bid, or simply 
as a position while waiting for the takeo- 
ver bid to take place. They also sell 
shares in the company which is expect- 
ed to make the takeover bid, since one of 
the consequences of a takeover bid is 
usually that the price of the target com- 
pany rises while that of the bidding com- 
pany falls. Arbitrageurs may then sell the 
shares in the target company at a profit, 
either to one of the parties making the 
takeover bid, or back to the company it- 
self. 


arbitrate /‘a:brtrert/ verb (of an out- 
side party) to try to settle an industrial 
dispute by talking to representatives of 
both sides, who agree in advance to abide 
by the arbitrator’s decision 

arbitration /,a:br'trerf(a)n/ noun the 
settling of a dispute by an outside party 
agreed on by both sides O to take a dis- 


arrive 





pute to arbitration or to go to arbitration 
O arbitration in an industrial dispute O 
The two sides decided to submit the dis- 
pute to arbitration or to refer the question 
to arbitration. 


arbitration board /,a:bi'treif(s)n 
bo:d/ noun a group which arbitrates 


arbitrator /'a:bıtrertə/ noun a person 
not concerned with a dispute who is cho- 
sen by both sides to try to settle it O an in- 
dustrial arbitrator O They refused to ac- 
cept or they rejected the arbitrator’s rul- 
ing. 

archive /‘a:karv/ noun 1. a collection 
of documents and records preserved for 
their historical interest 2. a set of copies 
of computer files, often stored in com- 
pressed form 3. a directory of files that In- 
ternet users can access 


archives /‘a:karvz/ noun old docu- 
ments which are kept safely O The com- 
pany’s archives go back to its foundation 
in 1892. 


area /'eəriə/ noun 1. a measurement of 
the space taken up by something (calcu- 
lated by multiplying the length by the 
width) O ano-smoking area O The area of 
this office is 3,400 square feet. O We are 
looking for a shop with a sales area of 
about 100 square metres. 2. a subject O a 
problem area or an area for concern 3. a 
district or part of a town O The office is in 
the commercial area of the town. O Their 
factory is in a very good area for getting 
to the motorways and airports. 4. a part of 
a country, a division for commercial pur- 
poses O Her sales area is the North-West. 
O He finds it difficult to cover all his area 
in a week. 5. a part of a room, factory, res- 
taurant, etc. O a no-smoking area 


area code /'eəriə kaud/ noun a special 
telephone number which is given to a par- 
ticular area O The area code for central 
London is 0207. 


area manager /eoris 'mznid3o/ 
noun a manager who is responsible for a 
company’s work in a specific part of the 
country 

argue /‘a:gju:/ verb to discuss some- 
thing about which you do not agree O they 
argued over or about the price O We spent 
hours arguing with the managing director 
about the site for the new factory. O The 
union officials argued among themselves 


over the best way to deal with the ultima- 
tum from the management. 


argument /‘a:gjumoant/ noun 1. an act 
of discussing something without agreeing 
O She was sacked after an argument with 
the managing director. 2. a reason for 
supporting or rejecting something O The 
document gives the management’s argu- 
ments in favour of flexible working hours. 


arising /o'raizm/ adjective which 
comes from O differences arising from the 
contract 


around /a'raund/ preposition approxi- 
mately O The office costs around £2,000 
a year to heat. O Her salary is around 
$85,000. 


arrange /s'reind3/ verb to organise O 
We arranged to have the meeting in their 
offices. (NOTE: You arrange for someone 
to do something; you arrange for some- 
thing to be done; or you arrange to do 
something.) 


arrangement /s'reind3mont/ noun 1. 
the way in which something is organised 
O The company secretary is making all 
the arrangements for the meeting. 2. the 
settling of a financial dispute O He came 
to an arrangement with his creditors. 


arrangement fee /a'remd3mont fi:/ 
noun a charge made by a bank to a client 
for arranging credit facilities 


arrears /s'riaz/ plural noun 1. money 
which is owed, but which has not been 
paid at the right time O a salary with ar- 
rears effective from January Ist O We are 
pressing the company to pay arrears of 
interest. O You must not allow the mort- 
gage payments to fall into arrears. 2. o in 
arrears owing money which should have 
been paid earlier O The payments are six 
months in arrears. O He is six weeks in 
arrears with his rent. 


arrival /ə'rarv(ə)l/ noun reaching a 
place O We are waiting for the arrival of 
a consignment of spare parts. o ‘to await 
arrival’ note written on an envelope to 
ask for it to be kept safe until the person it 
is addressed to arrives 

arrive /a'ratv/ verb to reach a place O 
The consignment has still not arrived. O 
The shipment arrived without any docu- 
mentation. O The plane arrives in Sydney 
at 04.00. O The train leaves Paris at 09.20 
and arrives at Bordeaux two hours later. 
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(NOTE: You arrive at or in a place or 
town, but only in a country.) 
arrive at phrasal verb to work out and 
agree on something O They very quickly 
arrived at an acceptable price. O After 
some discussion we arrived at a com- 
promise. 


article /'a:tık(ə)l/ noun 1. a product or 
thing for sale O to launch a new article on 
the market © a black market in luxury ar- 
ticles 2. a section of a legal agreement 
such as a contract or treaty O See article 8 
of the contract. 


articled clerk /,a:tık(ə)ld 'kla:k/ 
noun a clerk who is bound by contract to 
work in a solicitor’s office for some years 
to learn the law (NOTE: Such as person is 
now Officially called a trainee solicitor, 
though the old term is still used) 


article numbering system 
/,a:tik(9)l 'namborin ,sıstəm/ noun a 
universal system of identifying articles 
for sale, using a series of digits which can 
be expressed as bar codes 

articles /'a:tık(ə)lz/ plural noun a time 
when a clerk is working in a solicitor’s of- 
fice learning the law (NOTE: Officially now 
called a training contract, though the 
old term is still used) 


articles of association /,a:tik(a)lz 
əv 9,sousi'erf(a)n/ plural noun a docu- 
ment which lays down the rules for a 
company regarding such matters as the is- 
sue of shares, the conduct of meetings and 
the appointment of directors O This pro- 
cedure is not allowed under the articles of 
association of the company. 


articles of incorporation 
/,a:tik(a)lz ov In,korpa'retf(a)n/ plural 
noun US a document which sets up a 
company and lays down the relationship 
between the shareholders and the compa- 
ny (NOTE: The UK term is Memorandum 
of Association.) 


articulated lorry  /a:,tikjulertid 
'lpri/, articulated vehicle /ax 
‘tik julertid 'vizxık(ə)l/ noun a large lorry 
formed of two parts, the second pulled by 
the first 


artisan /,a:t1'zzen/ noun a worker who 
has special training in a manual skill 
asap /,e1 es e1 'pit, 'erseep/, ASAP ab- 
breviation as soon as possible 


A shares /'er ,feaz/ plural noun ordi- 
nary shares with limited voting rights or 
no voting rights at all 
COMMENT: A company may be set up 
with two classes of share: ‘A’ shares, 
which are available to the general inves- 
tor, and ‘B’ shares which are only bought 
by certain individuals, such as the found- 
er and his family. Such division of shares 
is becoming less usual nowadays. 
Asian Currency Unit /,e13(0)n 
‘karonsi ,jurnit/ noun a unit of account 
for dollar deposits held in Singapore and 
other Asian markets. Abbreviation ACU 
aside /s'said/ adverb to one side, out of 
the way o to put aside, to set aside to 
save (money) O He is putting £50 aside 
each week to pay for his car. 
ask /a:sk/ verb 1. to put a question to 
someone O He asked the information of- 














fice for details of companies exhibiting at 


the motor show. O Ask the salesgirl if the 
bill includes VAT. 2. to tell someone to do 
something O He asked the switchboard 
operator to get him a number in Germa- 
ny. O She asked her secretary to fetch a 


file from the managing director’s office. O 


Customs officials asked him to open his 
case. 
ask for phrasal verb 1. to say that you 
want or need something O They asked 
for more time to repay the loan. 2. to put 
a price on something for sale O They are 
asking £24,000 for the car. 
asking price /'a:xskıņ ,prats/ noun a 
price which the seller is hoping will be 
paid for the item being sold O the asking 
price is £24,000 
as per / ez 'p3:/» per 
aspirations /,espr're1f(9)nz/ plural 
noun ambitions or hopes of advancement 
in your job 
assay mark /'zse1 ma:k/ noun a mark 
put on gold or silver items to show that 
the metal is of the correct quality 
assemble /a'semb(a)I/ verb to put a 
product together from various parts O The 
engines are made in Japan and the bodies 
in Scotland, and the cars are assembled in 
France. 
assembly /a'sembli/ noun 1. the proc- 
ess of putting an item together from vari- 
ous parts O There are no assembly in- 
structions to show you how to put the 
computer together. O We can’t put the ma- 
chine together because the instructions 
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for assembly are in Japanese. 2. an offi- 
cial meeting 


assembly line /a'sembli laın/ noun a 
production system where a product such 
as a car moves slowly through the factory 
with new sections added to it as it goes 
along O She works on an assembly line or 
She is an assembly line worker. 


assertiveness /9's3:tivnos/ noun the 
ability to state opinions or show that you 
can make decisions 


assertiveness training /a'ss:tivnos 
,tremin/ noun the process of training 
employees to have more confidence in 
themselves 


assess /ə'ses/ verb to calculate the val- 
ue of something or someone O fo assess 
damages at £1,000 O to assess a property 
for the purposes of insurance 


assessment /o'sesmont/ noun a cal- 
culation of value O a property assessment 
O a tax assessment O They made a com- 
plete assessment of each employee’s con- 
tribution to the organisation. 


assessor /ə'sesə/ noun a person who 
makes assessments, e.g. for tax or insur- 
ance purposes, or for competence-based 
qualifications in the workplace 


asset /'æset/ noun something which be- 
longs to a company or person, and which 
has a value O He has an excess of assets 
over liabilities. O Her assets are only 
£640 as against liabilities of £24,000. 
“...many companies are discovering that a 
well-recognised brand name can be a 
priceless asset that lessens the risk of in- 
troducing a new product’ [Duns 
Business Month] 
asset stripper /'æset ,stripo/ noun a 
person who buys a company to sell its as- 
sets 
asset stripping /‘zset ,striprn/ noun 
the practice of buying a company at a 
lower price than its asset value, and then 
selling its assets 
asset value /,set 'velju:/ noun the 
value of a company calculated by adding 
together all its assets 


assign /ə'sarn/ verb 1. to give some- 
thing to someone by means of an official 
legal transfer O to assign a right to some- 
one O to assign shares to someone 2. to 
give someone a job of work to do and 
make him or her responsible for doing it 


O She was assigned the task of checking 
the sales figures. 

assignation /,es1g'ne1f(a)n/ noun a 
legal transfer O the assignation of shares 
to someone O the assignation of a patent 
assignee /,xsar'ni:/ noun a person 
who receives something which has been 
assigned to him or her 

assignment /o'saınmənt/ noun 1. the 
legal transfer of a property or right O the 
assignment of a patent or of a copyright O 
to sign a deed of assignment 2. a particu- 
lar task given to someone O Her first as- 
signment was to improve the company’s 
image. O The oil team is on an assignment 
in the North Sea. 

assignor /,zsar'no:/ noun a person 
who assigns something to someone 
assist /ə'sıst/ verb to help © Can you 
assist the stock controller in counting the 
stock? O She assists me with my income 
tax returns. (NOTE: You assist someone 
in doing something or with something.) 
assistance /o'sist(9)ns/ noun help O 
Some candidates need assistance in fill- 
ing in the form. 

assistant /ə'sıst(ə)nt/ noun a person 
who helps or a clerical employee 
assistant manager /ə,sıst(ə)nt 
'mænıd3ə/ noun a person who helps a 
manager 

associate /o'sousiat/ adjective linked 
m noun a person who works in the same 
business as someone O She is a business 
associate of mine. 

associate company /ə,səusiət 
'kamp(a)ni/ noun a company which is 
partly owned by another company 
associated /s'sousiertid/ adjective 
linked 

associated company /2,sausiertid 
'kamp(a)ni/ noun a company which is 
partly owned by another company 
(though less than 50%), which exerts 
some management control over it or has a 
close trading relationship with it O Smith 
Ltd and its associated company, Jones 
Brothers 

associate director /s,sousist dar 
'rektə/ noun a director who attends board 
meetings, but has not been elected by the 
shareholders 

association /ə,səusi'erf(ə)n/ noun a 
group of people or companies with the 
same interest O an employers’ associa- 
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tion O Our company has applied to join 
the trade association. O The manufactur- 
ers’ association has sent a letter to the 
minister. 


assortment /o'so:tmont/ noun a com- 
bination of goods sold together O The box 
contains an assortment of chocolates with 
different centres. 


asst abbr assistant 


assume /oa'sju:m/ verb 1. to suppose, 
to believe something to be true O / assume 
you have enough money to pay these ex- 
penses? O We assume the shipment has 
arrived on time. 2. to take for yourself O 
He has assumed responsibility for mar- 
keting. O The company will assume all 
risks. 


assumption /ə'sampfən/ noun 1. a 
general belief O We are working on the 
assumption that the exchange rate will 
stay the same. 2. the act of taking for 
yourself O assumption of risks 3. the 
transfer of the rest of a mortgage to some- 
one 


assurance /ə'fuərəns/ noun a type of 
insurance which pays compensation for 
an event that is certain to happen at some 
time, especially for the death of the in- 
sured person. Also called life assur- 
ance, life insurance 


assure /ə'fuə/ verb to insure someone, 
or someone’s life, so that the insurance 
company will pay compensation when 
that person dies O He has paid the premi- 
ums to have his wife’s life assured. (NOTE: 
Assure, assurer and assurance are 
used in Britain for insurance policies re- 
lating to something which will certainly 
happen (such as death); for other types 
of policy (i.e. those against something 
which may or may not happen, such as 
an accident) use the terms insure, in- 
surer and insurance.) 
assurer /9'fuoro/, assuror noun an in- 
surer or a company which insures 
at best /,zt 'best/ adverb o buy at best 
an instruction to a stockbroker to buy se- 
curities at the best price available, even if 
it is high o sell at best an instruction to a 
stockbroker to sell shares at the best price 
possible 
ATM abbr automated teller machine 
“Swiss banks are issuing new cards which 
will allow cash withdrawals from ATMs 
in Belgium, Denmark, Spain, France, the 


























Netherlands, Portugal 
[Banking Technology] 
“...the major supermarket operator is plan- 
ning a new type of bank that would earn 
90% of its revenue from fees on automated 
teller machine transactions. With the bank 
setting up ATMs at 7,000 group outlets na- 
tionwide, it would have a branch network 
at least 20 times larger than any of the ma- 
jor banks’ [Nikkei Weekly] 


atomise /‘ztomaiz/ verb to divide up a 
large organisation into several smaller op- 
erating units 

atomistic competition /,tomistik 
ikompo'tif(9)n/ noun same as perfect 
competition 

at par /,zt 'pa:/ phrase equal to the face 
value 


at sight /,t 'sart/ adverb immediately, 
when it is presented O a bill of exchange 
payable at sight 


attach /s'tztJ/ verb to fasten or to link 
O I am attaching a copy of my previous 
letter. O Please find attached a copy of my 
letter of June 24th. O The company at- 
taches great importance to good time- 
keeping. 

attaché /o'teJe1/ noun a junior diplo- 
mat who does special work 


attaché case /ə'tæfer kers/ noun a 
small case for carrying papers and docu- 
ments 

attachment /s'tzt fmont/ noun the act 
of holding a debtor’s property to prevent 
it being sold until debts are paid 
attachment of earnings /o 
tætfmənt ov 'sininz/ noun legal power 
to take money from a person’s salary to 
pay money, which is owed, to the court 


attainment /a'ternmont/ noun the act 
of reaching a certain standard or goal 


attainment test /o'temmont test/ 
noun a test designed to measure the skills 
which someone is currently using. Com- 
pare aptitude test 


attempt /o'tempt/ noun an act of trying 
to do something O The company made an 
attempt to break into the American mar- 
ket. O The takeover attempt was turned 
down by the board. O All his attempts to 
get a job have failed. m verb to try O The 
company is attempting to get into the 
tourist market. O We are attempting the 
takeover of a manufacturing company. O 
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He attempted to have the sales director 
sacked. 


attend /o'tend/ verb to be present at O 
The chairman has asked all managers to 
attend the meeting. O None of the share- 
holders attended the AGM. 
attend to phrasal verb to give careful 
thought to something and deal with it O 
The managing director will attend to 
your complaint personally. O We have 
brought in experts to attend to the prob- 
lem of installing the new computer. 


attendance /a'tendons/ noun the fact 
of being present at a meeting or at work O 
Some of the employees were reprimanded 
for poor attendance. O The supervisor 
kept a strict record of the workers’ attend- 
ance. © Promotion to the post of supervi- 
sor depends to a certain extent on a per- 
son’s attendance record. O Attendance at 
the staff meeting is not compulsory. 


attention /o'tenfon/ noun careful 
thought or consideration o for the atten- 
tion of (attn, fao) words written on a let- 
ter to show that a certain person must see 
it and deal with it O Mark your letter ‘for 
the attention of the Managing Director’. 


attention management /ə,tenfən 
'menid3mont/ noun the use of tech- 
niques designed to make sure that em- 
ployees’ minds remain focused on their 
work and on the aims of the organisation 
they work for, since inattentiveness re- 
sults in wasted time (NOTE: Getting peo- 
ple to be emotionally involved in their 
work and organisational goals is an im- 
portant element in attention manage- 
ment.) 

attitude research /‘etitju:d ri 
s3itf/, attitude survey /‘etitjuid 
,S3rvel/ noun research that is intended to 
reveal what people think and feel about an 
organisation, its products or services, and 
its activities (NOTE: Attitude research 
can be used to discover the opinions ei- 
ther of consumers and the general pub- 
lic or of an organisation’s own employ- 
ees.) 

attn abbr for the attention of 

attorney /a'ts:ni/ noun a person who is 
legally allowed to act on behalf of some- 
one else 


attorney-at-law /ə,tsini at 'lo:/ noun 
US a lawyer who has a state licence to 
practise in a court 














attract /o'trekt/ verb 1. to make some- 
one want to join or come to something O 
The company is offering free holidays in 
Spain to attract buyers. O We have diffi- 
culty in attracting skilled staff to this part 
of the country. 2. to bring something or 
someone to something O The deposits at- 
tract interest at 15%. 


attractive /ə'træktıv/ adjective attract- 
ing something or someone o attractive 
prices prices which are cheap enough to 
make buyers want to buy o attractive sal- 
ary a good salary to make high-quality 
applicants apply for the job 
attributable profit /s,tribjutob(o)l 
‘profit/ noun a profit which can be 
shown to come from a particular area of 
the company’s operations 


attribution theory of leadership 
/etri'bjurf(a)n Orari əv li:dafip/ noun 
the theory that leaders observe the behav- 
iour of the people they lead, decide what 
it is that is causing them to behave in that 
particular way, e.g. what is causing them 
to perform well or perform badly, and 
base their own actions on what they be- 
lieve those causes to be 


attrition /s'trif(9)n/ noun 1. a decrease 
in the loyalty of consumers to a product, 
due to factors such as boredom or desire 
for a change O We must adapt our prod- 
ucts if we are to avoid attrition. O Attri- 
tion showed the company that brand loy- 
alty could not be taken for granted. 2. loss 
of labour through natural wastage 


auction /'o:kfan/ noun a method of 
selling goods where people want to buy 
compete with each other by saying how 
much they will offer for it, and the item is 
sold to the person who makes the highest 
offer O Their furniture will be sold in the 
auction rooms next week. O They an- 
nounced a sale by auction of the fire-dam- 
aged stock. O The equipment was sold by 
auction or at auction. 0 to put an item up 
for auction to offer an item for sale at an 
auction ™ verb to sell something at an 
auction O The factory was closed and the 
machinery was auctioned off. 


auctioneer /,9:kfa'nto/ noun the per- 
son who conducts an auction 
audio-typing /'s:disu ,tarpıņ/ noun 
the act of typing to dictation from a re- 
cording on a dictating machine 
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audio-typist /‘s:diau ,tarprst/ noun a 
typist who types to dictation from a re- 
cording on a dictating machine 
audit /'o:dit/ noun 1. the examination of 
the books and accounts of a company O to 
carry out the annual audit 2. a detailed 
examination of something in order to as- 
sess it O A thorough job audit was needed 
for job evaluation. O A manpower audit 
showed up a desperate lack of talent. m 
verb to examine the books and accounts 
of a company O Messrs Smith have been 
asked to audit the accounts. O The books 
have not yet been audited. 
auditing /‘o:dit1n/ noun the work of ex- 
amining the books and accounts of a com- 
pany 
auditor /'s:dita/ noun a person who au- 
dits 
COMMENT: Auditors are appointed by the 
company’s directors and voted for by the 
AGM. In the USA, audited accounts are 
only required by corporations which are 
registered with the SEC, but in the UK all 
limited companies with a turnover over a 
certain limit must provide audited annual 
accounts. 
auditors’ qualification /,5:ditoz 
ikwolifi'ke1f(a)n/ noun a form of words 
in a report from the auditors of a compa- 
ny’s accounts, stating that in their opinion 
the accounts are not a true reflection of 
the company’s financial position. Also 
called qualification of accounts 
auditors’ report /,o:ditoz ri'po:t/ 
noun a report written by a company’s au- 
ditors after they have examined the ac- 
counts of the company (NOTE: If the audi- 
tors are satisfied, the report certifies 
that, in their opinion, the accounts give a 
‘true and fair’ view of the company’s fi- 
nancial position.) 
audit trail /‘o:dit trerl/ noun the 
records that show all the stages of a trans- 
action, e.g. a purchase, a sale or a custom- 
er complaint, in the order in which they 
happened (NOTE: An audit trail can be a 
useful tool for problem-solving and, in fi- 
nancial markets, may be used to ensure 
that the dealers have been fair and ac- 
curate in their proceedings.) 
Australian Council of Trade Un- 
ions /p,streilion 'kauns(9)l əv treid/ 
noun the national organisation that repre- 
sents the trade unions of Australia. Ab- 
breviation ACTU 


AUT abbr authorised unit trust 


authenticate /o:'Qentikert/ verb to 
say that something is true or genuine 
authorisation /,5:9orat'ze1f(o)n/, au- 
thorization noun permission or power to 
do something O Do you have authorisa- 
tion for this expenditure? O He has not 
been given authorisation to act on our be- 
half. 

authorise /'9:0araiz/, authorize verb 
1. to give permission for something to be 
done O to authorise payment of £10,000 
2. to give someone the authority to do 
something O to authorise someone to act 
on the company’s behalf 

authorised /'s:0ora1zd/, authorized 
adjective permitted 

authorised capital /,9:09,rarzd 
'kæpıt(ə)l/ noun an amount of capital 
which a company is allowed to have, as 
stated in the memorandum of association 
authorised dealer /,o:0oraizd ‘di:lo/ 
noun a person or company (such as a 
bank) that is allowed by the country’s 
central bank to buy and sell foreign cur- 
rency 

authorised stock /,5:0oraizd 'stpk/ 
noun same as authorised capital 
authorised unit trust /,9:0sraizd 
‘junit trast/ noun the official name for 
a unit trust which has to be managed ac- 
cording to EU directives. Abbreviation 
AUT 

authority /9:'Opriti/ noun the power to 
do something O a manager with authority 
to sign cheques O He has no authority to 
act on our behalf. O Without the neces- 
sary authority, the manager could not 
command respect. O Only senior manag- 
ers have the authority to initiate these 
changes. 

autocratic management style 
/,ortokreetik 'mzenid3mont ,stail/ noun 
a style of management where the manag- 
ers tell the employees what to do, without 
involving them in the decision-making 
processes. Opposite democratic man- 
agement style 

automated /‘s:tomertid/ adjective 
worked automatically by machines O a 


fully automated car assembly plant 


automated teller machine 
/,ortomeetik 'telm mo,firn/ noun a ma- 
chine which gives out money when a spe- 
cial card is inserted and special instruc- 
tions given. Abbreviation ATM 
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automatic /,o:to'metik/ adjective 
working or taking place without any per- 
son making it happen O There is an auto- 
matic increase in salaries on January Ist. 
automatically /,o:to'metrkli/ adverb 
without a person giving instructions O 
The invoices are sent out automatically. O 
Addresses are typed in automatically. O A 
demand note is sent automatically when 
the invoice is overdue. 

automatic data processing 
/ortometik 'dertə ,prousesin/ noun 
data processing done by a computer 
automatic vending machine 
/,ortometik 'vendin ma,firn/ noun a 
machine which provides drinks, ciga- 
rettes etc., when a coin is put in 
automation /,9:to'merf(9)n/ noun the 
use of machines to do work with very lit- 
tle supervision by people 
autonomous /o:'tpnamas/ adjective 
which rules itself O The workforce in the 
factory is made up of several autonomous 
work groups. 

autonomous work group /s: 
,tonomos 'tirmws:kin/ noun a group of 
employees who can work independently, 
taking decisions together as a group. Also 
called self-managing team 
autonomy /s:'tonomi/ noun working 
by yourself, without being managed 
availability /o,verlo'brliti/ noun the 
fact of being easy to obtain o offer sub- 
ject to availability the offer is valid only 
if the goods are available 

available /ə'verləb(ə)l/ adjective able 
to be obtained or bought © an item which 
is no longer available O funds which are 
made available for investment in small 
businesses © This product is available in 
all branches. O These articles are availa- 
ble to order only. 

available capital /ə,verləb(ə)l 
'keepit(a)l/ noun capital which is ready 
to be used 

average /'zv(a)rid3/ noun 1. a number 
calculated by adding several figures to- 
gether and dividing by the number of fig- 
ures added O the average for the last three 
months or the last three months’ average 
O sales average or average of sales 2. 
on average, on an average in general O 
On average, £15 worth of goods are sto- 
len every day. 3. the sharing of the cost of 
damage or loss of a ship between the in- 


























surers and the owners m adjective equal 
to the average of a set of figures O the av- 
erage increase in salaries O The average 
cost per unit is too high. O The average 
sales per representative are rising. @ verb 
1. to amount to something when the aver- 
age of a set of figures is worked out O 
Price increases have averaged 10% per 
annum. O Days lost through sickness have 
averaged twenty-two over the last four 
years. 2. to work out an average figure for 
something 
“...a share with an average rating might 
yield 5 per cent and have a PER of about 
10 [Investors Chronicle] 
“_..the average price per kilogram for this 
season to the end of April has been 300 
cents’ [Australian Financial Review] 
average out phrasal verb to come to a 
figure as an average O It averages out at 
10% per annum. O Sales increases have 
averaged out at 15%. 
average adjuster /ev(s)rid3 ə 
'dzasto/ noun a person who calculates 
how much of a maritime insurance is to be 
paid by the insurer against a claim 
average adjustment /,2v(o)rid3 ə 
‘dgastmont/ noun a calculation of the 
share of the cost of damage or loss of a 
ship that an insurer has to pay 
average cost pricing /,xv(o)rid3 
'kost ,praisin/ noun pricing based on the 
average cost of producing one unit of a 
product 
average due date /,ev(a)rid3 dju: 
‘dert/ noun the average date when several 
different payments fall due 


averager /‘zvorid30/ noun a person 
who buys the same share at various times 
and at various prices to get an average val- 
ue 


average-sized /,vorid3 'satzd/ ad- 
jective of a similar size to most others, not 
very large or very small O They are an av- 
erage-sized company. O She has an aver- 
age-sized office. 

averaging /'evorid31n/ noun the buy- 
ing or selling of shares at different times 
and at different prices to establish an av- 
erage price 

avoid /ə'vərd/ verb to try not to do 
something O My aim is to avoid paying 
too much tax. O We want to avoid direct 
competition with Smith Ltd. O The com- 
pany is struggling to avoid bankruptcy. 


avoidance 





(NOTE: You avoid something or avoid do- 
ing something.) 

avoidance /s'vo1d(9)ns/ noun the act 
of trying not to do something or not to pay 
something O tax avoidance 
avoirdupois /evods'poiz/ noun a 
non-metric system of weights used in the 
UK, the USA and other countries, whose 
basic units are the ounce, the pound, the 
hundredweight and the ton (NOTE: The 
system is now no longer officially used 
in the UK) 

award /a'wo:d/ noun something given 
by a court, tribunal or other official body, 
especially when settling a dispute or 
claim O an award by an industrial tribu- 
nal O The arbitrator’s award was set 
aside on appeal. O The latest pay award 


has been announced. @ verb to decide the 
amount of money to be given to someone 
O to award someone a salary increase O 
He was awarded £10,000 damages in the 
libel case. O The judge awarded costs to 
the defendant. o to award a contract to 
someone to decide that someone will be 
given the contract 

away /a'wel/ adverb not here, some- 
where else O The managing director is 
away on business. O My secretary is away 
sick. O The company is moving away from 
its down-market image. 

axe /eks/ noun o the project got the 
axe the project was stopped m™ verb to cut 
or to stop O to axe expenditure O Several 
thousand jobs are to be axed. (NOTE: [all 
senses] The usual US spelling is ax.) 


























B2B / bi: tə 'bi:/ adjective referring to 
products or services that are that are 
aimed at other businesses rather than at 
consumers (NOTE: The word is most 
commonly used of business-to-business 
dealings conducted over the Internet.) 
B2C / bi: ta 'si:/ adjective referring to 
products or services that are aimed at con- 
sumers rather than at other businesses 
(NOTE: The word is most commonly 
used of business-to-consumer dealings 
conducted over the Internet.) 

baby bonds /'berbi bondz/ plural 
noun US bonds in small denominations 
which the small investor can afford to buy 
baby boomer /'berbi ,bu:ma/ noun a 
person born during the period from 1945 
to 1965, when the population of the UK 
and the USA increased rapidly 

back /bzk/ noun the opposite side to the 
front O Write your address on the back of 
the envelope. O Please endorse the 


cheque on the back. m adjective referring 
to the past O a back payment ™ adverb so 
as to make things as they were before O 
He will pay back the money in monthly in- 
stalments. O The store sent back the 
cheque because the date was wrong. O 
The company went back on its agreement 
to supply at £1.50 a unit. @ verb 1. to help 
someone, especially financially O The 
bank is backing us to the tune of £10,000. 
O She is looking for someone to back her 
project. 2. o to back a bill to sign a bill 
promising to pay it if the person it is ad- 
dressed to is not able to do so 
“...the businesses we back range from 
start-up ventures to established companies 
in need of further capital for expansion’ 
[Times] 
back out phrasal verb to stop being 
part of a deal or an agreement O The 
bank backed out of the contract. O We 
had to cancel the project when our Ger- 
man partners backed out. 
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backbone /'bækbəun/ noun a high- 
speed communications link for Internet 
communications across an organisation 
or country or between countries 

back burner /,bek 'bs:no/ noun o to 
put something on the back burner to 
file a plan or document as the best way of 
forgetting about it O The whole project 
has been put on the back burner. 


backdate /bek'deit/ verb 1. to put an 
earlier date on a document such as a 
cheque or an invoice O Backdate your in- 
voice to April Ist. 2. to make something 
effective from an earlier date than the cur- 
rent date O The pay increase is backdated 
to January Ist. 


back-end loaded /,bek end 'loudid/ 
adjective referring to an insurance or in- 
vestment scheme where commission is 
charged when the investor withdraws his 
or her money from the scheme. Compare 
front-end loaded 


backer /'bækə/ noun 1. a person or 
company that backs someone O One of 
the company’s backers has withdrawn. 2. 
the backer of a bill the person who 
backs a bill 


background /'bekgraund/ noun 1. 
past work or experience O My back- 
ground is in the steel industry. O The com- 
pany is looking for someone with a back- 
ground of success in the electronics in- 
dustry. O She has a publishing 
background. O What is his background? 
O Do you know anything about his back- 
ground? 2. past details O He explained 
the background of the claim. O I know the 
contractual situation as it stands now, but 
can you fill in the background details? 


backhander /'bek,hznda/ noun a 
bribe or money given to persuade some- 
one to do something for you (informal) O 
He was accused of taking backhanders 
from the company’s suppliers. 


backing /‘bek1n/ noun support, espe- 
cially financial support O She has the 
backing of an Australian bank. O The 
company will succeed only if it has suffi- 
cient backing. O She gave her backing to 
the proposal. 
“...the company has received the backing 
of a number of oil companies who are will- 
ing to pay for the results of the survey’ 
[Lloyd’s List] 


























back interest /,bek 'mtrast/ noun in- 
terest which has not yet been paid 
backlog /'bæklog/ noun an amount of 
work, or of items such as orders or letters, 
which should have been dealt with earlier 
but is still waiting to be done O The ware- 
house is trying to cope with a backlog of 
orders. O We’re finding it hard to cope 
with the backlog of paperwork. 

back office /,bek 'pfis/ noun 1. the 
part of a broking firm where the paper- 
work involved in buying and selling 
shares is processed 2. US the part of a 
bank where cheques are processed, state- 
ments of account drawn up and other ad- 
ministrative tasks are done 3. US the gen- 
eral administration department of a com- 
pany 

back orders /'bek ,9:daz/ plural noun 
orders received and not yet fulfilled, usu- 
ally because the item is out of stock O It 
took the factory six weeks to clear all the 
accumulated back orders. 

back pay /'bek pet/ noun a salary 
which has not been paid O J am owed 
£500 in back pay. 

back payment /'bek ,permont/ noun 
1. a payment which is due but has not yet 
been paid 2. the act of paying money 
which is owed 

backpedal /'bek,ped(a)l/ verb to go 
back on something which was stated ear- 
lier O When questioned by reporters 
about the redundancies, the MD backped- 
alled fast. (NOTE: backpedalling - 
backpedalled) 

back rent /'bæk rent/ noun a rent due 
but not paid O The company owes 
£100,000 in back rent. 

back tax /'bæk tæks/ noun tax which is 
owed 

back-to-back loan /,bek tə ‚bæk 
‘loun/ noun a loan from one company to 
another in one currency arranged against 
a loan from the second company to the 
first in another currency. Also called par- 
allel loan (NOTE: Back-to-back loans are 
(used by international companies to get 
round exchange controls.) 

backtrack /'bektrak/ verb to go back 
on what has been said before 

backup /'bekap/ adjective supporting 
or helping O We offer a free backup serv- 
ice to customers. O After a series of sales 
tours by representatives, the sales direc- 


backup copy 





tor sends backup letters to all the con- 
tacts. 

backup copy /'bekap ,kppi/ noun a 
copy of a computer disk to be kept in case 
the original disk is damaged 

back wages /,bek 'weid31z/ plural 
noun same as back pay 


backwardation /,bekwo'de1J(9)n/ 
noun 1. a penalty paid by the seller when 
postponing delivery of shares to the buy- 
er. Opposite forwardation 2. a situation 
where the spot price of a commodity or 
currency is higher than the futures price 


backward integration /,bekwod 
intr'gre1f(9)n/ noun a process of expan- 
sion in which a business which deals with 
the later stages in the production and sale 
of a product acquires a business that deals 
with an earlier stage in the same process, 
usually a supplier O Buying up rubber 
plantations is part of the tyre company’s 
backward integration policy. O Backward 
integration will ensure cheap supplies but 
forward integration would bring us near- 
er to the market. Also called vertical in- 
tegration. Opposite forward integra- 
tion 

bad bargain /,bzed 'ba:gın/ noun an 
item which is not worth the price asked 


bad buy /,bed 'bar/ noun a thing 
bought which was not worth the money 
paid for it 
bad cheque /,bed 'tfek/ noun a 
cheque which is returned to the drawer for 
any reason 


bad debt /beed 'det/ noun a debt which 
will not be paid, usually because the debt- 
or has gone out of business, and which 
has to be written off in the accounts O The 
company has written off £30,000 in bad 
debts. 


bail /be1l/ noun payment made to a court 
as guarantee that a prisoner will return af- 
ter being released. In the United King- 
dom, bail is promissory, but in the United 
States it is paid in advance. O he was re- 
leased on bail of $3,000 or he was re- 
leased on payment of $3,000 bail o to 
stand bail of £3,000 for someone to pay 
£3,000 to a court, as a guarantee that 
someone will come to face trial (the mon- 
ey will be kept by the court and is refund- 
ed if the person comes to face trial) o to 
jump bail not to appear in court after hav- 
ing been released on bail 


























bail out phrasal verb 1. to rescue a 
company which is in financial difficul- 
ties 2. o to bail someone out to pay 
money to a court as a guarantee that 
someone will return to face charges O 
She paid $3,000 to bail him out. 
“...the government has decided to bail out 
the bank which has suffered losses to the 
extent that its capital has been wiped out’ 
[South China Morning Post] 
bail-out /'ber laut/ noun a rescue of a 
company in financial difficulties 
balance /'bzlons/ noun 1. the amount 
which has to be put in one of the columns 
of an account to make the total debits and 
credits equal o balance in hand cash held 
to pay small debts o balance brought 
down or forward the closing balance of 
the previous period used as the opening 
balance of the current period o balance 
carried down or forward the closing 
balance of the current period 2. the rest of 
an amount owed O You can pay £100 de- 
posit and the balance within 60 days. 
balance due to us the amount owed to us 
which is due to be paid m verb 1. to be 
equal, i.e. the assets owned must always 
equal the total liabilities plus capital o the 
February accounts do not balance the 
two sides are not equal 2. to calculate the 
amount needed to make the two sides of 
an account equal O I have finished bal- 
ancing the accounts for March. 3. to plan 
a budget so that expenditure and income 
are equal O The president is planning for 
a balanced budget. 
balanced scorecard /,belonst ,sko: 
'kard/ noun a system of measurement 
and assessment that uses a variety of indi- 
cators, particularly customer relations, in- 
ternal efficiency, financial performance 
and innovation, to find out how well an 
organisation is doing in its attempts to 
achieve its main objectives 
balance of payments /,bzlons ov 
‘permonts/ noun a comparison between 
total receipts and payments arising from a 
country’s international trade in goods, 
services and financial transactions. Ab- 
breviation BOP 
balance of payments deficit 
/,beelans ov 'permontz ,defisit/ noun a 
situation when a country imports more 
than it exports 
balance of payments surplus 
/,beelans ov 'permonts ,s3iplas/ noun a 
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situation where a country sells more to 
other countries than it buys from them 


balance of trade /,bzlons ov 'trerd/ 
noun a record of the international trading 
position of a country in merchandise, ex- 
cluding invisible trade. Also called trade 
balance 


balance sheet /'bæləns fi:t/ noun a 
statement of the financial position of a 
company at a particular time, such as the 
end of the financial year or the end of a 
quarter, showing the company’s assets 
and liabilities O Our accountant has pre- 
pared the balance sheet for the first half- 
year. O The company balance sheet for 
the last financial year shows a worse po- 
sition than for the previous year. O The 
company balance sheet for 1984 shows a 
substantial loss. 
COMMENT: The balance sheet shows the 
state of a company’s finances at a cer- 
tain date. The profit and loss account 
shows the movements which have taken 
place since the end of the previous ac- 
counting period. A balance sheet must 
balance, with the basic equation that as- 
sets (i.e. what the company owns, in- 
cluding money owed to the company) 
must equal liabilities (i.e. what the com- 
pany owes to its creditors) plus capital 
(i.e. what it owes to its shareholders). A 
balance sheet can be drawn up either in 
the horizontal form, with (in the UK) lia- 
bilities and capital on the left-hand side 
of the page (in the USA, it is the reverse) 
or in the vertical form, with assets at the 
top of the page, followed by liabilities, 
and capital at the bottom. Most are usu- 
ally drawn up in the vertical format, as 
opposed to the more old-fashioned hori- 
zontal style. 
balloon /ba'lu:n/ noun 1. a loan where 
the last repayment is larger than the others 
2. a large final payment on a loan, after a 
number of periodic smaller loans 
balloon mortgage /ba,luin 
‘mo:gid3/ noun a mortgage where the fi- 
nal payment (called a ‘balloon payment’) 
is larger than the others 
ballot /'bælət/ noun 1. an election 
where people vote for someone by mark- 
ing across on a paper with a list of names 
O Six names were put forward for three 
vacancies on the committee so a ballot 
was held. 2. a vote where voters decide on 
an issue by marking a piece of paper 3. a 
selection made by taking papers at ran- 
dom out of a box O The share issue was 
oversubscribed, so there was a ballot for 


the shares. @ verb to take a vote by ballot 
O The union is balloting for the post of 
president. 

ballot box /'bælət boks/ noun a sealed 
box into which ballot papers are put 
ballot paper /'bælət ,perpa/ noun a 
paper on which the voter marks a cross to 
show who they want to vote for 
ballot-rigging /‘belot ,r1gin/ noun the 
illegal arranging of the votes in a ballot, 
so that a particular candidate or party 
wins 

ballpark figure /'bo:lpa:k ,f1ga/ noun 
a general figure which can be used as the 
basis for discussion 

ban /bæn/ noun an order which forbids 
someone from doing something O a gov- 
ernment ban on the import of weapons O 
a ban on the export of farm animals o to 
impose a ban on smoking to make an or- 
der which forbids smoking o to lift the 
ban on smoking to allow people to 
smoke o to beat the ban on something 
to do something which is banned — usual- 
ly by doing it rapidly before a ban is im- 
posed, or by finding a legal way to avoid 
a ban m verb to forbid something O The 
council has banned the sale of alcohol at 
the sports ground. O The company has 
banned drinking on company premises. 
(NOTE: banning — banned) 

band /bend/ noun a range of figures 
with an upper and a lower limit, to which 
something, e.g. the amount of someone’s 
salary or the exchange value of a curren- 
cy, is restricted but within which it can 
move O a salary band 

bank /benk/ noun 1. a business which 
holds money for its clients, lends money 
at interest, and trades generally in money 
O the First National Bank © the Royal 
Bank of Scotland O She put all her earn- 
ings into the bank. O I have had a letter 






































from my bank telling me my account is 





overdrawn. 2. o the World Bank central 
bank, controlled by the United Nations, 
whose funds come from the member 
states of the UN and which lends money 
to member states ml verb to deposit money 
into a bank or to have an account with a 
bank O He banked the cheque as soon as 
he received it. o where do you bank? 
where do you have a bank account? O I 
bank at or with Barclays 

bank on phrasal verb to feel sure that 

something will happen O He is banking 
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on getting a loan from his father to set 
up in business. O Do not bank on the 
sale of your house. 


bankable /'bæņkəb(ə)l/ adjective ac- 
ceptable by a bank as security for a loan 
bankable paper /,benkab(a)! 'perpa/ 
noun a document which a bank will ac- 
cept as security for a loan 

bank account /'beyk 9,kaunt/ noun 
an account which a customer has with a 
bank, where the customer can deposit and 
withdraw money O to open a bank ac- 
count O to close a bank account O How 
much money do you have in your bank ac- 
count? O If you let the balance in your 
bank account fall below £100, you have to 
pay bank charges. (NOTE: The US term is 
banking account.) 


bank advance /'beyk oad,vains/ 
noun same as bank loan O She asked for 
a bank advance to start her business. 


bank balance /‘benk ,bzlans/ noun 
the state of a bank account at any particu- 
lar time O Our bank balance went into the 
red last month. 


bank base rate /,benk 'bers ,rert/ 
noun a basic rate of interest, on which the 
actual rate a bank charges on loans to its 
customers is calculated. Also called base 
rate 


bank bill /‘benk bil/ noun 1. a bill of 
exchange by one bank telling another 
bank, usually in another country, to pay 
money to someone 2. same as banker’s 
bill 3. US same as banknote 


bank book /'benk buk/ noun a book 
given by a bank or building society which 
shows money which you deposit or with- 
draw from your savings account or build- 
ing society account. Also called pass- 
book 


bank borrowing /,benk ‘borourn/ 
noun money borrowed from a bank O The 
new factory was financed by bank bor- 
rowing. 

bank borrowings /‘benk ,borournz/ 
noun money borrowed from banks 


bank card /'beyk ka:d/ noun a credit 
card or debit card issued to a customer by 
a bank for use instead of cash when buy- 
ing goods or services (NOTE: There are 
internationally recognised rules that 
govern the authorisation of the use of 
bank cards and the clearing and settle- 


ment of transactions in which they are 
used.) 

bank charges /'benk ,tfa:d31z/ plu- 
ral noun charges which a bank makes for 
carrying out work for a customer (NOTE: 
The US term is service charge.) 

bank charter /,benk 'tfa:to/ noun an 
official government document allowing 
the establishment of a bank 

bank cheque /'benk tfek/ noun a 
bank’s own cheque, drawn on itself and 
signed by a bank official 

bank clerk /'benk kla:k/ noun a per- 
son who works in a bank, but is not a 
manager 

bank credit /‘benk ,kredit/ noun 
loans or overdrafts from a bank to a cus- 
tomer 

bank deposits /bzenk di'ppzitz/ plu- 
ral noun all money placed in banks by pri- 
vate or corporate customers 

bank draft /‘benk dra:ft/ noun an or- 
der by one bank telling another bank, usu- 
ally in another country, to pay money to 
someone 

banker /'beyka/ noun 1. a person who 
is in an important position in a bank 2. a 
bank O the company’s banker is Barclays 
banker’s bill /'benkoz bil/ noun an 
order by one bank telling another bank, 
usually in another country, to pay money 
to someone. Also called bank bill 
banker’s order /'benkoz ,o:da/ noun 
an order written by a customer asking a 
bank to make a regular payment O He 
pays his subscription by banker’s order. 
banker’s reference  /,benkoz 
'ref(a)rons/ noun details of a company’s 
bank, account number, etc., supplied so 
that a client can check if the company is a 
risk 

Bank for International Settle- 
ments /benk fa inta,neJ(s)nal 
'set(ə)lmənts/ noun a bank (based in 
Basle) which acts as the clearing bank for 
the central banks of various countries 
through which they settle their currency 
transactions, and which also acts on be- 
half of the IMF. Abbreviation BIS 

bank giro /'bæņk ,dzairou/ noun a 
method used by clearing banks to transfer 
money rapidly from one account to anoth- 
er 

bank holiday /,bznk ‘holidet/ noun a 
weekday which is a public holiday when 


bank transfer 





the banks are closed O New Year’s Day is 
a bank holiday. O Are we paid for bank 
holidays in this job? 

bank identification number /,benk 
,aidentifi'kerf(9)n ,nambo/ noun an in- 
ternationally organised six-digit number 
which identifies a bank for charge card 
purposes. Abbreviation BIN 


banking /'beykin/ noun the business 
of banks O He is studying banking. O She 
has gone into banking. o a banking crisis 
a crisis affecting the banks 

banking account /'benkin 9,kaunt/ 
noun US an account which a customer 
has with a bank 

banking hours /‘beeynkin ,avoz/ plural 
noun the hours when a bank is open for its 
customers O You cannot get money out of 
the bank after banking hours. 


bank loan /'benk laun/ noun a loan 
made by a bank to a customer, usually 
against the security of a property or asset 
O She asked for a bank loan to start her 
business. Also called bank advance 


bank manager /'beyk ,mznid3o/ 
noun the person in charge of a branch of 
a bank O They asked their bank manager 
for a loan. 


bank mandate /'benk ,mendeit/ 
noun a written order to a bank, asking it 
to open an account and allow someone to 
sign cheques on behalf of the account 
holder, and giving specimen signatures 
and relevant information 
banknote /'benknout/ noun 1. a piece 
of printed paper money O a counterfeit 
£20 note O He pulled out a pile of used 
notes. (NOTE: The US term is bill.) 2. US 
a non-interest bearing note, issued by a 
Federal Reserve Bank, which can be used 
as cash 
Bank of England /,benk ov 'tnlond/ 
noun the British central bank, owned by 
the state, which, together with the Treas- 
ury, regulates the nation’s finances 
COMMENT: The Bank of England issues 
banknotes which carry the signatures of 
its officials. It is the lender of last resort 
to commercial banks and supervises 
banking institutions in the UK Its Mone- 
tary Policy Committee is independent of 
the government and sets interest rates. 
The Governor of the Bank of England is 
appointed by the government. 
bank rate /'beyk 'reit/ noun 1. the dis- 
count rate of a central bank 2. formerly, 














the rate at which the Bank of England lent 
to other banks (then also called the Mini- 
mum Lending Rate (MLR), and now 
called the bank base rate) 


bank reconciliation /beenk 
rekonsili'e1f(a)n/ noun the act of mak- 
ing sure that the bank statements agree 
with the company’s ledgers 

bank reserves /,beenk r1'z3:vz/ noun 
cash and securities held by a bank to cov- 
er deposits 


bank return /'bæpk ri1,t3in/ noun a 
regular report from a bank on its financial 
position 

bankroll /'benkraul/ verb to provide 
the money that enables something or 
someone to survive (informal) O How 
long can he go on bankrolling his daugh- 
ter’s art gallery? 


bankrupt /‘benkrapt/ noun, adjective 
(a person) who has been declared by a 
court not to be capable of paying his or 
her debts and whose affairs are put into 
the hands of a receiver O a bankrupt prop- 
erty developer O She was adjudicated or 
declared bankrupt. O He went bankrupt 
after two years in business. ™@ verb to 
make someone become bankrupt O The 
recession bankrupted my father. 


bankruptcy /'benkraptsi/ noun the 
state of being bankrupt O The recession 
has caused thousands of bankruptcies. 
(NOTE: The plural is bankruptcies.) 
COMMENT: In the UK, bankruptcy is ap- 
plied only to individual persons, but in 
the USA the term is also applied to cor- 
porations. In the UK, a bankrupt cannot 
hold public office (for example, they can- 
not be elected an MP) and cannot be the 
director of a company. They also cannot 
borrow money. In the USA, there are two 
types of bankruptcy: involuntary, where 
the creditors ask for a person or corpora- 
tion to be made bankrupt; and voluntary, 
where a person or corporation applies to 
be made bankrupt (in the UK, this is 
called voluntary liquidation). 
bankruptcy order = /'benkraptsi 
oide/ noun same as declaration of 
bankruptcy 
bank statement /'benk ,stertmont/ 
noun a written statement from a bank 
showing the balance of an account at a 
specific date 
bank transfer /'beenk ,treensf3:/ noun 
an act of moving money from a bank ac- 
count to another account 


bar 





bar /ba:/ noun 1. a thing which stops you 
doing something O Government legisla- 
tion is a bar to foreign trade. 2. the pro- 
fession of barrister o to be called to the 
bar to become a barrister 


bar chart /'ba: tfa:t/ noun a chart 
where values or quantities are shown as 
columns of different heights set on a base 
line, the different lengths expressing the 
quantity of the item or unit. Also called 
bar graph, histogram 

bar code /'ba: kaud/ noun a system of 
lines printed on a product which, when 
read by a computer, give a reference 
number or price 


barely /'beali/ adverb almost not O 
There is barely enough money left to pay 
the staff. O She barely had time to call her 
lawyer before the police arrived. 


bargain /‘ba:gin/ noun 1. an agreement 
on the price of something O to strike a 
bargain or to make a bargain o to drive a 
hard bargain to be a difficult person to 
negotiate with 2. something which is 
cheaper than usual O That car is a (real) 
bargain at £500. 3. a sale and purchase of 
one lot of shares on the Stock Exchange m 
verb to try to reach agreement about 
something, especially a price, usually 
with each person or group involved 
putting forward suggestions or offers 
which are discussed until a compromise is 
arrived at O You will have to bargain with 
the dealer if you want a discount. O They 
spent two hours bargaining about or over 


























the price. (NOTE: You bargain with 
someone over or about or for some- 
thing.) 

bargain basement /,bargm 


‘bersmont/ noun a basement floor in a 
shop where goods are sold cheaply o I’m 
selling this at a bargain basement price 
I’m selling this very cheaply 

bargain counter /'baigın ,kaunto/ 
noun a counter in a shop where goods are 
sold cheaply 

bargain hunter /‘ba:gin ,hanta/ noun 
a person who looks for cheap deals 
bargaining /‘ba:gmin/ noun the act of 
trying to reach agreement about some- 
thing, e.g. a price or a wage increase for 
workers 

bargaining position /‘ba:ginin po 
\z1f(a)n/ noun the offers or demands 
made by one group during negotiations 














bargaining power /‘ba:ginin ,pauo/ 
noun the strength of one person or group 
when discussing prices or wage settle- 
ments 
bargain offer /,ba:gin 'pfa/ noun the 
sale of a particular type of goods at a 
cheap price O This week’s bargain offer — 
30% off all carpet prices. 
bargain price /,ba:gm 'prats/ noun a 
cheap price O These carpets are for sale 
at a bargain price. 
bargain sale /,ba:gin 'sel/ noun the 
sale of all goods in a store at cheap prices 
bargains done /,ba:ginz ‘dan/ plural 
noun the number of deals made on the 
Stock Exchange during a day 
bar graph /'ba: gra:f/ noun same as 
bar chart 
barrel /'beral/ noun 1. a large round 
container for liquids O to sell wine by the 
barrel O He bought twenty-five barrels of 
wine. 2. an amount of liquid contained in 
a barrel O The price of oil has reached 
$30 a barrel. 
“...if signed, the deals would give effec- 
tive discounts of up to $3 a barrel on Saudi 
oil’ [Economist] 
‘US crude oil stocks fell last week by near- 
ly 2.6m barrels’ [Financial Times] 
“_..the average spot price of Nigerian light 
crude oil for the month of July was 27.21 
dollars a barrel’ [Business Times (Lagos)] 
barrier /'bæriə/ noun anything which 
makes it difficult for someone to do some- 
thing, especially to send goods from one 
place to another o to impose trade bar- 
riers on certain goods to restrict the im- 
port of some goods by charging high duty 
O They considered imposing trade barri- 
ers on some food products. o to lift trade 
barriers from imports to remove restric- 
tions on imports O The government has 
lifted trade barriers on foreign cars. 
“...a senior European Community official 
has denounced Japanese trade barriers, 
saying they cost European producers $3 
billion a year’ [Times] 
‘...to create a single market out of the EC 
member states, physical, technical and tax 
barriers to free movement of trade be- 
tween member states had to be removed. 
Imposing VAT on importation of goods 
from other member states was seen as one 
such tax barrier’ [Accountancy] 
barrier to entry /,bæriə tu ‘entri/ 
noun a factor that makes it impossible or 
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basic salary 





unprofitable for a company to try to start 
selling its products in a particular market 
(NOTE: Barriers to entry may be created, 
for example, when companies already in 
a market have patents that prevent their 
goods from being copied, when the cost 
of the advertising needed to gain a mar- 
ket share is too high, or when an existing 
product commands very strong brand 
loyalty.) 
barrier to exit /,bzrio tu 'egzit/ noun 
a factor that makes it impossible or un- 
profitable for a company to leave a market 
where it is currently doing business 
(NOTE: Barriers to exit may be created, 
for example, when a company has in- 
vested in specialist equipment that is 
only suited to manufacturing one prod- 
uct, when the costs of retraining its 
workforce would be very high, or when 
withdrawing one product would have a 
bad effect on the sales of other products 
in the range.) 
barrister /‘beristo/ noun (especially in 
England) a lawyer who can speak or ar- 
gue a case in one of the higher courts 
barter /'ba:tə/ noun a system in which 
goods are exchanged for other goods and 
not sold for money m verb to exchange 
goods for other goods and not for money 
O They agreed a deal to barter tractors 
for barrels of wine. 
“...under the barter agreements, Nigeria 
will export 175,000 barrels a day of crude 
oil in exchange for trucks, food, planes 
and chemicals’ [Wall Street Journal] 
barter agreement /,ba:ta ə 
'griimənt/ noun an agreement to ex- 
change goods by barter O The company 
has agreed a barter deal with Bulgaria. 


bartering /‘ba:torm/ noun the act of 
exchanging goods for other goods and not 
for money 


base /bets/ noun 1. the lowest or first 
position O Turnover increased by 200%, 
but started from a low base. 2. a place 
where a company has its main office or 
factory, or a place where a businessper- 
son’s office is located O The company has 
its base in London and branches in all the 
European countries. O She has an office 
in Madrid which he uses as a base while 
travelling in Southern Europe. @ verb 1. 
to base something on something to 
calculate something using something as 
your starting point or basic material for 














the calculation O We based our calcula- 
tions on the forecast turnover. o based on 
calculating from O based on last year’s 














figures O based on population forecasts 


2. to set up a company or a person in a 
place O The European manager is based 
in our London office. O Our overseas 
branch is based in the Bahamas. M adjec- 
tive lowest or first, and used for calculat- 
ing others 
“...the base lending rate, or prime rate, is 
the rate at which banks lend to their top 
corporate borrowers’ [Wall StreetJournal] 
“...other investments include a large stake 
in the Chicago-based insurance company’ 
[Lloyd’s List] 
base pay /'bets pe1/ noun US pay fora 
job which does not include extras such as 
overtime pay or bonuses 
base rate /'beis reit/ noun same as 
bank base rate 
base year /'bers jia/ noun the first year 
of an index, against which changes occur- 
ring in later years are measured 
basic /'berstk/ adjective 1. normal 2. 
most important 3. simple, or from which 
everything starts O She has a basic knowl- 
edge of the market. O To work at the cash 
desk, you need a basic qualification in 
maths. 
basically /'bersıkli/ adverb seen from 
the point from which everything starts 
basic commodities /,betsik kə 
‘mpditiz/ plural noun ordinary farm pro- 
duce, produced in large quantities, e.g. 
corn, rice or sugar 
basic discount /,betstk 'diskaunt/ 
noun a normal discount without extra 
percentages O Our basic discount is 20%, 
but we offer 5% extra for rapid settlement. 
basic industry /,betstk 'ındəstri/ 
noun the most important industry of a 
country, e.g. coal, steel or agriculture 
basic pay /,betstk 'pe1/ noun a normal 
salary without extra payments 
basic product /,beistk 'prodakt/ 
noun the main product made from a raw 
material 
basics /'betstks/ plural noun simple 
and important facts or principles O She 
has studied the basics of foreign exchange 
dealing. to get back to basics to con- 
sider the main facts or principles again 
basic salary /,betstk 'sæləri/ noun 
same as basic pay 














basic wage 





basic wage /,beistk 'we1d3/ noun 
same as basic pay © The basic wage is 
£110 a week, but you can expect to earn 
more than that with overtime. 


basis /'bersıs/ noun 1. a point or 
number from which calculations are 
made O We forecast the turnover on the 
basis of a 6% price increase. (NOTE: The 
plural is bases.) 2. the general terms of 
agreement or general principles on which 
something is decided or done O This doc- 
ument should form the basis for an agree- 
ment. O We have three people working on 
a freelance basis. (NOTE: The plural is 
bases.) o on a short-term, long-term 
basis for a short or long period O He has 
been appointed on a short-term basis. 


basket /'ba:skit/ noun a group of pric- 
es or currencies taken as a standard O the 
price of the average shopping basket O 
The pound has fallen against a basket of 
European currencies. © The market bas- 
ket has risen by 6%. 

“...the weekly adjusted average total bas- 

ket price of œ37.89 was just 3p more than 

the week before Christmas’ [The Grocer] 


basket case /'ba:skit kers/ noun 
company which is in financial difficulties 
and is not likely to recover (informal) 


basket of currencies /,ba:skit ov 
'karonsiz/ noun same as currency bas- 
ket 


batch /bet f/ noun 1. a group of items 
which are made at one time O This batch 
of shoes has the serial number 25-02. 2. 
a group of documents which are proc- 
essed at the same time O Today’s batch of 
invoices is ready to be mailed. O The fac- 
tory is working on yesterday’s batch of 
orders. O The accountant signed a batch 
of cheques. O We deal with the orders in 
batches of fifty at a time. ™@ verb to put 
items together in groups O to batch in- 
voices or cheques 


batch number /'bætf nambo/ noun a 
number attached to a batch O When mak- 
ing a complaint always quote the batch 
number on the packet. 


batch processing /'bætf ,prousesin/ 
noun a system of data processing where 
information is collected into batches be- 
fore being loaded into the computer 
batch production /'betf pro 
,dakJan/ noun production in batches 














battery /'bæt(ə)ri/ noun a series of sim- 
ilar things O Candidates have to pass a 
battery of tests. 

BC abbr blind copy 

b/d abbr barrels per day 

bear /beə/ noun a person who sells 
shares, commodities or currency because 
he or she thinks their price will fall and it 
will be possible to buy them again more 
cheaply later. Opposite bull m verb 1. to 
give interest O government bonds which 
bear 5% interest 2. to have something, es- 
pecially to have something written on it O 
an envelope which bears a London post- 
mark © a letter bearing yesterday’s date 
O The cheque bears the signature of the 
company secretary. O The share certifi- 
cate bears his name. 3. to pay costs O The 
costs of the exhibition will be borne by the 
company. O The company bore the legal 
costs of both parties. (NOTE: bearing — 
bore — has borne) 

bearer /'beora/ noun a person who 
holds a cheque or certificate o the cheque 
is payable to bearer the cheque will be 
paid to the person who holds it, not to any 
particular name written on it 

bearer bond /'beora bond/, bearer 
security nouna bond which is payable to 
the bearer and does not have a name writ- 
ten on it 

bearing /'beorin/ adjective producing 
O certificates bearing interest at 5% O in- 
terest-bearing deposits 

bear market /'beə ,ma:kıt/ noun a pe- 
riod when share prices fall because share- 
holders are selling since they believe the 
market will fall further. Opposite bull 
market 

bear raid /'beə rerd/ noun the act of 
selling large numbers of shares to try to 
bring down prices 

beat /bi:t/ verb o to beat a ban to do 
something which is forbidden by doing it 
rapidly before the ban is enforced 
become /bi'kam/ verb to change into 
something different O The export market 
has become very difficult since the rise in 
the dollar. O The company became very 
profitable in a short time. (NOTE: becom- 
ing — became — has become) 

begin /br'gin/ verb to start O The com- 
pany began to lose its market share. O He 
began to write the report which the share- 
holders had asked for. O The auditors’ re- 
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port began with a description of the gen- 
eral principles adopted. (NOTE: You be- 
gin something or begin to do something 
orbegin with something. Note also: be- 
ginning — began — has begun.) 
beginner /bi'gina/ noun a person who 
is starting in a job 

beginning /b1'gintm/ noun the first part 
O The beginning of the report gives a list 
of the directors and their shareholdings. 


behalf /bi'ha:f/ noun o on behalf of 
acting for someone or a company O solic- 
itors acting on behalf of the American 
company O I am writing on behalf of the 
minority shareholders. O She is acting on 
my behalf. 


behind /bi'hamd/ preposition at the 
back or after O The company is No. 2 in 
the market, about £4m behind their rivals. 
m adverb o the company has fallen be- 
hind with its deliveries it is late with its 
deliveries 


believe /br'li:v/ verb to think that some- 
thing is true O We believe he has offered 
to buy 25% of the shares. O The chairman 
is believed to be in South America on 
business. 


belong /b1'lvn/ verb 1. o to belong to 
to be the property of O The company be- 
longs to an old American banking family. 
O The patent belongs to the inventor’s 
son. 2. o to belong with to be in the cor- 
rect place with O Those documents be- 
long with the sales reports. 


below /b1'lau/ preposition lower down 
than or less than O We sold the property at 
below the market price. O You can get a 
ticket for New York at below £150 on the 
Internet. O The company has a policy of 
paying staff below the market rates. 
below the line /b1,lau 60 'larn/ adjec- 
tive, adverb used to describe entries in a 
company’s profit and loss account that 
show how the profit is distributed, or 
where the funds to finance the loss origi- 
nate. ù above the line 1 
below-the-line advertising /b1,lou 
ðə lain 'edvotaizi/ noun advertising 
which is not paid for and for which no 
commission is paid to the advertising 
agency, e.g. work by staff who are man- 
ning an exhibition. Compare above-the- 
line advertising 

below-the-line expenditure /b1,lou 
6a lain 1k'spenditfa/ noun 1. payments 


















































which do not arise from a company’s usu- 
al activities, e.g. redundancy payments 2. 
extraordinary items which are shown in 
the profit and loss account below net prof- 
it after taxation, as opposed to exceptional 
items which are included in the figure for 
profit before taxation 


benchmark /'bent fma:k/ noun a point 
or level which is important, and can be 
used as a reference when making evalua- 
tions or assessments 


benchmarking /'bentfma:kin/ noun 
the practice of measuring the perform- 
ance of a company against the perform- 
ance of other companies in the same sec- 
tor. Benchmarking is also used widely in 
the information technology sector to 
measure the performance of computer- 
based information systems. 


beneficial interest /benrf1f(a)l 
‘intrast/ noun a situation where someone 
is allowed to occupy or receive rent from 
a house without owning it 


beneficial occupier /,benrf1f(o)l 
'okjuparə/ noun a person who occupies a 
property but does not own it fully 


beneficiary /,ben1'f1fari/ noun a per- 
son who gains money from something O 
the beneficiaries of a will 


benefit /‘benrfit/ noun 1. payments 
which are made to someone under a na- 
tional or private insurance scheme O She 
receives £75 a week as unemployment 
benefit. O Sickness benefit is paid month- 
ly. O The insurance office sends out bene- 


fit cheques each week. 2. something of 


value given to an employee in addition to 
their salary m verb 1. to make better or to 
improve O A fall in inflation benefits the 
exchange rate. 2. o to benefit from or by 
something to be improved by something, 
to gain more money because of some- 
thing O Exports have benefited from the 














fall in the exchange rate. O The employ- 


ees have benefited from the profit-sharing 
scheme. 


“...the retail sector will also benefit from 
the expected influx of tourists’ 
[Australian Financial Review] 

“...what benefits does the executive derive 
from his directorship? Compensation has 
increased sharply in recent years and 
fringe benefits for directors have prolifer- 
ated’ [Duns Business Month] 


benefit-cost analysis 
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“...salary is negotiable to £30,000, plus car 
and a benefits package appropriate to this 
senior post’ [Financial Times] 

‘California is the latest state to enact a pro- 
gram forcing welfare recipients to work 
for their benefits’ [Fortune] 

‘... salary range is $54,957 — $81,189, with 


a competitive benefits package’ 
[Washington Post] 
benefit-cost analysis /'benıfıt 


kpst/ noun same as cost-benefit analy- 
sis 

benefit in kind /,benrfit ın 'kamd/ 
noun a benefit other than money received 
by an employee as part of his or her total 
compensation package, e.g. a company 
car or private health insurance. Such ben- 
efits are usually subject to tax. 


bequeath /bi'kwi:d/ verb to leave 
property, money, etc. (but not freehold 
land) to someone in a will 


bequest /bi'kwest/ noun something 
such as property or money (but not free- 
hold land), given to someone in a will O 
He made several bequests to his staff. 


bespoke /bi'spauk/ adjective made to 
order or made to fit the requirements of 
the customer 


best /best/ adjective very good, better 
than all others O His best price is still 
higher than all the other suppliers. O Last 
year was the company’s best year ever. M 
noun a very good effort O The salesmen 
are doing their best, but the stock simply 
will not sell at that price. 


best-before date /,best br 'fo: dert/ 
noun the date stamped on the label of a 
food product, which is the last date on 
which the product is guaranteed to be of 
good quality. » sell-by date, use-by 
date 

best-in-class /,best 1n 'kla:s/ adjec- 
tive more effective and efficient, especial- 
ly in acquiring and processing materials 
and in delivering products or services to 
customers, than any other organisation in 
the same market or industrial sector 


best practice /,best 'prektis/ noun 
the most effective and efficient way to do 
something or to achieve a particular aim 
(NOTE: In business, best practice is often 
determined by benchmarking, that is by 
comparing the method one organisation 
uses to carry out a task with the meth- 
ods used by other similar organisations 


and determining which method is most 
efficient and effective.) 

best-seller /,best 'sela/ noun an item 
(especially a book) which sells very well 
best-selling /best ‘selin/ adjective 
selling better than any other O These com- 
puter disks are our best-selling line. 
best value /,best 'vzlju:/ noun a sys- 
tem adopted by the UK government to en- 
sure that local authorities provide services 
to the public in the most efficient and 
cost-effective way possible (NOTE: Best 
value, which came into force with the Lo- 
cal Government Act 1999, replaced the 
previous system of compulsory compet- 
itive tendering (CCT). It requires local 
authorities to review all their services 
over a five-year period, to set standards 
of performance, and to consult with local 
taxpayers and service users.) 

bet /bet/ noun an amount deposited 
when you risk money on the result of a 
race or of a game M verb to risk money on 
the result of something O He bet £100 on 
the result of the election. O I bet you £25 
the dollar will rise against the pound. 
better /'betə/ adjective very good com- 
pared with something else O This year’s 
results are better than last year’s. O We 
will shop around to see if we can get a 
better price. 

Better Business Bureau /,beto 
‘biznis ,bjusrau/ US an organisation of 
local business executives that promotes 
better business practices in their town 
betting tax /'betin teks/ noun a tax 
levied on betting on horses, dogs, etc. 
(NOTE: betting — bet — has bet) 
beware /bi'weo/ verb to be careful 

b/f abbr brought forward 

bi- /bat/ prefix twice o bi-monthly twice 
a month o bi-annually twice a year 
bias /'barəs/ noun the practice of fa- 
vouring of one group or person rather 
than another O A postal survey will do 
away with bias. O The trainee interview- 
ers were taught how to control bias and 
its effects. O Management has shown bias 
in favour of graduates in its recent ap- 
pointments. 

bid /bid/ noun 1. an offer to buy some- 
thing at a specific price. ù takeover bid 
to make a bid for something to offer to 
buy something O We made a bid for the 
house. O The company made a bid for its 
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rival. o to make a cash bid to offer to pay 
cash for something o to put in or enter a 
bid for something to offer to buy some- 
thing, usually in writing 2. an offer to sell 
something or do a piece of work at a spe- 
cific price O She made the lowest bid for 
the job. m verb to offer to buy o to bid for 
something (at an auction) to offer to buy 
something o he bid £1,000 for the jewels 
he offered to pay £1,000 for the jewels 


bidder /'bıdə/ noun a person who 
makes a bid, usually at an auction O Sev- 
eral bidders made offers for the house. 
the property was sold to the highest 
bidder to the person who had made the 
highest bid or who offered the most mon- 
ey o the tender will go to the lowest bid- 
der to the person who offers the best 
terms or the lowest price for services 


bidding /‘bidin/ noun the act of making 
offers to buy, usually at an auction o the 
bidding started at £1,000 the first and 
lowest bid was £1,000 o the bidding 
stopped at £250,000 the last bid, i.e. the 
successful bid, was for £250,000 o the 
auctioneer started the bidding at £100 
the auctioneer suggested that the first bid 
should be £100 


bid price /'bid prars/ noun a price at 
which investors sell shares or units in a 
unit trust (NOTE: The opposite, i.e. the 
buying price, is called the offer price; 
the difference between the two is the 
spread.) 


Big Bang /big 'ben/ noun 1. the 
change in practices on the London Stock 
Exchange, with the introduction of elec- 
tronic trading on October 27th 1986 2. a 
similar change in financial practices in 
another country 
COMMENT: The changes included the ab- 
olition of stock jobbers and the removal 
of the system of fixed commissions. The 
Stock Exchange trading floor closed and 
deals are now done by phone or compu- 
ter or on the Internet. 
big box store /,big boks 'sto:/ nouna 
large retail superstore that sells a very 
wide range of merchandise from grocer- 
ies to refrigerators or televisions 


big business /,big 'biznts/ noun very 
large commercial firms 

big picture /,big 'prkt fə/ noun a broad 
view of a subject that takes into account 
all the factors that are relevant to it and 


































































































considers the future consequences of ac- 
tion taken now (informal) 

bilateral /bar'læt(ə)rəl/ adjective be- 
tween two parties or countries O The min- 
ister signed a bilateral trade agreement. 
bill /b1l/ noun 1. a written list of charges 
to be paid O The sales assistant wrote out 
the bill. O Does the bill include VAT? O 
The bill is made out to Smith Ltd. O The 
builder sent in his bill. O She left the 
country without paying her bills. 2. a list 
of charges in a restaurant O Can I have the 
bill please? O The bill comes to £20 in- 
cluding service. O Does the bill include 
service? O The waiter has added 10% to 
the bill for service. 3. a written paper 
promising to pay money o bills payable 
(B or P) bills, especially bills of ex- 
change, which a company will have to 
pay to its creditors o bills receivable (B 
or R) bills, especially bills of exchange, 
which are due to be paid by a company’s 
debtors o due bills bills which are owed 
but not yet paid. ù bill of exchange 4. 
US same as banknote O a $5 bill (NOTE: 
The UK term is note or banknote.) 5. a 
draft of a new law which will be discussed 
in Parliament ™ verb to present a bill to 
someone so that it can be paid O The 
plumbers billed us for the repairs. 

bill broker /‘bil ,brauka/ noun a dis- 
count house, a firm which buys and sells 
bills of exchange for a fee 

billing /'bılıy/ noun the work of writing 
invoices or bills 


billion /‘brljan/ noun one thousand mil- 
lion (NOTE: In the USA, it has always 
meant one thousand million, but in UK 
English it formerly meant one million mil- 
lion, and it is still sometimes used with 
this meaning. With figures it is usually 
written bn: $5bn say ‘five billion dol- 
lars’.) 
“...gross wool receipts for the selling sea- 
son to end June 30 appear likely to top $2 
billion’ [Australian Financial Review] 
“...at its last traded price the bank was cap- 
italized at around $1.05 billion’ [South 
China Morning Post] 
bill of exchange /,bil ov 1ks't femd3/ 
noun a document, signed by the person 
authorising it, which tells another person 
or a financial institution to pay money un- 
conditionally to a named person on a spe- 
cific date (NOTE: Bills of exchange are 
usually used for payments in foreign cur- 
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rency.) o to accept a bill to sign a bill of 
exchange to show that you promise to pay 
it o to discount a bill to buy or sell a bill 
of exchange at a lower price than that 
written on it in order to cash it later 
COMMENT: A bill of exchange is a docu- 
ment raised by a seller and signed by a 
purchaser, stating that the purchaser ac- 
cepts that he owes the seller money, and 
promises to pay it at a later date. The 
person raising the bill is the ‘drawer’; the 
person who accepts it is the ‘drawee’. 
The seller can then sell the bill at a dis- 
count to raise cash. This is called a 
‘trade bill’. A bill can also be accepted 
(i.e. guaranteed) by a bank, and in this 
case it is called a ‘bank bill’. 
bill of lading /,bil əv ‘letdin/ noun a 
list of goods being shipped, which the 
transporter gives to the person sending the 
goods to show that the goods have been 
loaded 


bill of sale /,bil ov 'se1l/ noun a docu- 
ment which the seller gives to the buyer to 
show that the sale has taken place 


bin /bin/ noun 1. a large container 2. a 
separate section of shelves in a warehouse 


BIN abbr bank identification number 


bin card /'bm ka:d/ noun a stock 
record card in a warehouse 


bind /baind/ verb 1. to tie or to attach 2. 
to make it a legal duty for someone or 
something to act in a particular way O The 
company is bound by its articles of asso- 
ciation. O He does not consider himself 
bound by the agreement which was signed 
by his predecessor. (NOTE: [all senses] 
binding — bound) 

binder /'batnda/ noun US 1. a tempo- 
rary agreement for insurance sent before 
the insurance policy is issued (NOTE: The 
UK term is cover note.) 2. money paid 
as part of the initial agreement to pur- 
chase property (NOTE: The UK term is 
deposit.) 

binding /'barndıy/ adjective being a le- 
gal requirement that someone does some- 
thing O a binding contract O This docu- 
ment is not legally binding. 0 the agree- 
ment is binding on all parties all parties 
signing it must do what is agreed 
biomimicry /'barou,mımıkri/ noun 
the imitation of natural processes in the 
organisation of business activities, with 
the aim of reducing waste and limiting 
their impact on the environment 



































BIS abbr Bank for International Settle- 
ments 


bit /bit/ noun a piece of information or 
knowledge 


black economy /blek 1'konomi/ 
noun goods and services which are paid 
for in cash, and therefore not declared for 
tax. Also called hidden economy, par- 
allel economy, shadow economy 


Black Friday /,blek 'fratdet/ noun a 
sudden collapse on a stock market (NOTE: 
Called after the first major collapse of 
the US stock market on 24th Septem- 
ber, 1869.) 

black list /'blæk lıst/ noun a list of 
goods, people or companies which have 
been blacked 


blacklist /'blæklıst/ verb to put goods, 
people or a company on a black list O 
Their firm was blacklisted by the govern- 
ment. 


black market /,blek 'ma:kit/ noun 
the buying and selling of goods or curren- 
cy in a way which is not allowed by law O 
There is a flourishing black market in 
spare parts for cars. 0 to pay black mar- 
ket prices to pay high prices to get items 
which are not easily available 
Black Monday /blek 'mande1/ noun 
Monday, 19th October, 1987, when world 
stock markets crashed 
Black Tuesday /blek 'tju:zde1/ 
noun Tuesday, 29th October, 1929, when 
the US stock market crashed 
Black Wednesday /,blzk 'wenzde1/ 
noun Wednesday, 16th September, 1992, 
when the pound sterling left the European 
Exchange Rate Mechanism and was de- 
valued against other currencies 

COMMENT: Not always seen as ‘black’, 

since some people believe it was a good 

thing that the pound left the ERM. 
blame /bleım/ noun the act of saying 
that someone has done something wrong 
or that someone is responsible O The 
sales staff got the blame for the poor sales 














figures. @ verb to say that someone has 


done something wrong or is responsible 
for a mistake O The managing director 
blamed the chief accountant for not warn- 
ing her of the loss. O The union is blaming 
the management for poor industrial rela- 
tions. 


blamestorming /‘blermstorm1n/ 
noun a group discussion of the reasons 


blur 





why a project has failed or is late and who 
is to blame for it (slang) (NOTE: The term 
is modelled on the word ‘brainstorm- 
ing’.) 
blank /blenk/ adjective with nothing 
written on it E noun a space on a form 
which has to be completed O Fill in the 
blanks and return the form to your local 
office. 
blank cheque /,blznk 'tfek/ noun a 
cheque with the amount of money and the 
payee left blank, but signed by the drawer 
blanket agreement /,blenkit ə 
'griimənt/ noun an agreement which 
covers many different items 
blanket insurance (cover) 
/,bleenkit m'fusrans ,kavə/ noun insur- 
ance which covers various items such as a 
house and its contents 
blanket refusal /blenkit = ri 
'fjurz(o)l/ noun a refusal to accept many 
different items 
blind copy /,blaind 'kvp1/ noun a copy 
of an e-mail that its main addressee does 
not know has been sent 
blindside /‘blaindsatd/ verb to attack a 
competitor unexpectedly and in a way 
which it is difficult to respond to 
blind testing /,blatnd 'testmy/ noun 
the practice of testing a product on con- 
sumers without telling them what brand it 
is 
blip /blıp/ noun 1. a short period when 
movement forwards or upwards is 
stopped O This month’s bad trade figures 
are only a blip. 2. bad economic figures (a 
higher inflation rate, lower exports, etc.), 
which only have a short-term effect 
“...whether these pressures are just a cycli- 
cal blip in a low inflation era, or whether 
the UK is drifting back to the bad old days 
will be one of the crucial questions for the 
stock market this year’ [Financial Times] 
blister pack /'blista pek/ noun a type 
of packing where the item for sale is cov- 
ered with a stiff plastic cover sealed to a 
card backing. Also called bubble pack 
block /blvk/ noun a series of items 
grouped together O I bought a block of 
6,000 shares. @ verb to stop something 
taking place O He used his casting vote to 
block the motion. O The planning commit- 
tee blocked the redevelopment plan. 
block booking /,blok 'buk1n/ noun an 
act of booking of several seats or rooms at 


the same time O The company has a block 
booking for twenty seats on the plane or 


for ten rooms at the hotel. 


block capitals /,blok 'keprt(s)lz/, 
block letters /,blok 'letaz/ plural noun 
capital letters such as A, B, C O Write 
your name and address in block letters. 
blocked currency /,blokt 'karonsi/ 
noun a currency which cannot be taken 
out of a country because of government 
exchange controls O The company has a 
large account in blocked roubles. 

block vote /,blpk 'vaut/ noun the cast- 
ing of a large number of votes (such as of 
a trade union delegation) all together in 
the same way 

blog /blog/ noun same as web log 
(informal) 

Blue Book /,blu: 'buk/ noun 1. an an- 
nual publication of national statistics of 
personal incomes and spending patterns 
2. US a document reviewing monetary 
policy, prepared for the Federal Reserve 
blue chip /'blu: tfrp/ noun a very safe 
investment, a risk-free share in a good 
company 

blue-chip investments /,blu: t {rp ın 
'vestmonts/, blue-chip shares /,blu: 
tfip 'seaz/, blue-chips /'blu: t frps/ plu- 
ral noun low-risk shares in good compa- 
nies 

blue-collar union = /blu: ‘kolo 
,ju:njon/ noun a trade union formed 
mainly of blue-collar workers 
blue-collar worker /blu: = ‘kolo 
,w3:ko/ noun a manual worker in a facto- 
ry 

Blue Laws /'blu: lo:z/ plural noun US 
regulations governing business activities 
on Sundays 

blueprint /‘blu:prmt/ noun a plan or 
model of something O The agreement will 
be the blueprint for other agreements in 
the industry. 

blue-sky thinking /blu: skar 
‘Oinkin/ noun extremely idealistic and 
often unconventional ideas 

bluetooth /'blu:tu:6/ trademark a type 
of technology allowing for communica- 
tion between mobile phones, computers 
and the Internet 

blur /bls:/ noun a period in which a great 
many important changes take place in an 
organisation very quickly 


blurb 





blurb /bls:b/ noun a brief description of 
a book, printed in a publisher’s catalogue 
or on the cover of the book itself 

bn abbr billion 


boarding card /'bo:din_ 'ka:d/, 
boarding pass /'bo:din pars/ noun a 
card given to passengers who have 
checked in for a flight or for a sailing to 
allow them to board the plane or ship 


board meeting /'bo:d ,mi:t1n/ noun a 
meeting of the directors of a company 


board of directors /,bo:d ov dar 
'rektaz/ noun 1. a group of directors 
elected by the shareholders to run a com- 
pany O The bank has two representatives 
on the board of directors. 2. US a group 
of people elected by the shareholders to 
draw up company policy and to appoint 
the president and other executive officers 
who are responsible for managing the 
company 
“...a proxy is the written authorization an 
investor sends to a stockholder meeting 
conveying his vote on a corporate resolu- 
tion or the election of a company’s board 
of directors’ [Barrons] 
boardroom /'bo:dru:m/ noun a room 
where the directors of a company meet 


boardroom battle = /,bo:dru:m 
'bæt(ə)l/ noun an argument between di- 
rectors 


boilerplate /'borləplert/ noun a basic 
standard version of a contract that can be 
used again and again 

bona fide /,bauno 'fardi/ adjective 
trustworthy, which can be trusted o a 
bona fide offer an offer which is made 
honestly 


bond /bpnd/ noun 1. a contract docu- 
ment promising to repay money borrowed 
by a company or by the government on a 
specific date, and paying interest at regu- 
lar intervals 2. o goods (held) in bond 
goods held by customs until duty has been 
paid o entry of goods under bond bring- 
ing goods into a country in bond o to take 
goods out of bond to pay duty on goods 
so that they can be released by customs 
COMMENT: Bonds are in effect another 
form of long-term borrowing by a compa- 
ny or government. They can carry a fixed 
interest or a floating interest, but the 
yield varies according to the price at 
which they are bought; bond prices go 
up and down in the same way as share 
prices. 


















































bonded /'bondid/ adjective held in 
bond 


bonded warehouse = _/,bondid 
'weohaus/ noun a warehouse where 
goods are stored until excise duty has 
been paid 


bondholder /'bondhoulds/ noun a 
person who holds government bonds 


bond-washing /'bond ,woJ1n/ noun 
the act of selling securities cum dividend 
and buying them back later ex dividend, 
or selling US Treasury bonds with the in- 
terest coupon, and buying them back ex- 
coupon, so as to reduce tax 


bonus /'baunas/ noun an extra payment 
in addition to a normal payment 

bonus issue /,bəunəs 'ıfu:/ noun a 
scrip issue or capitalisation issue, where a 
company transfers money from reserves 
to share capital and issues free extra 
shares to the shareholders. The value of 
the company remains the same, and the 
total market value of shareholders’ shares 
remains the same, the market price being 
adjusted to account for the new shares. 
Also called share split (NOTE: The US 
term is stock dividend or stock split.) 


bonus share /'bəunəs feə/ noun an 
extra share given to an existing sharehold- 
er 


book /buk/ noun 1. a set of sheets of pa- 
per attached together o a company’s 
books the financial records of a company 
2. a statement of a dealer’s exposure to 
the market, i.e. the amount which he or 
she is due to pay or has borrowed ™ verb 
to order or to reserve something O to book 
a room ina hotel or a table at a restaurant 
or a ticket on a plane O I booked a table 














for 7.45. O He booked a ticket through to 














Cairo. o to book someone into a hotel, 
on or onto a flight to order a room or a 
plane ticket for someone else O He was 
booked on the 09.00 flight to Zurich. 
the hotel, the flight is fully booked, is 
booked up all the rooms or seats are re- 
served O The restaurant is booked up over 
the Christmas period. 


booking /‘bukin/ noun the act of re- 
serving something such as a room or a 
seat O Hotel bookings have fallen since 
the end of the tourist season. o to con- 
firm a booking to say that a booking is 
certain 
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booking clerk /'bukıņ kla:k/ noun a 
person who sells tickets in a booking of- 
fice 
bookkeeper /'bukki:pa/ noun a per- 
son who keeps the financial records of a 
company or an organisation 
bookkeeping /‘bukki:pm/ noun the 
work of keeping the financial records of a 
company or an organisation 
booklet /'buklot/ noun a small book 
with a paper cover 
book sales /'buk serlz/ plural noun 
sales as recorded in the sales book 
book value /'buk velju:/ noun the 
value of an asset as recorded in the com- 
pany’s balance sheet 
bookwork /'bukws:k/ noun the keep- 
ing of financial records 
boom /bu:m/ noun a time when sales, 
production or business activity are in- 
creasing O a period of economic boom O 
the boom of the 1990s a the boom years 
years when there is an economic boom E 
verb to expand or to become prosperous 
O business is booming O sales are boom- 
ing 
boom industry /‘bu:m _indastri/ 
noun an industry which is expanding rap- 
idly 
booming /'bu:min/ adjective expand- 
ing or becoming prosperous O a booming 
industry or company O Technology is a 
booming sector of the economy. 
boom share /'bu:m feə/ noun a share 
in acompany which is expanding 
boost /buist/ noun help given to in- 
crease something O This publicity will 
give sales a boost. O The government 
hopes to give a boost to industrial devel- 
opment. ™ verb to make something in- 
crease O We expect our publicity cam- 
paign to boost sales by 25%. O The com- 
pany hopes to boost its market share. O 
Incentive schemes are boosting produc- 
tion. 
“...the company expects to boost turnover 
this year to FFr 16bn from FFr 13.6bn last 
year’ [Financial Times] 
booth /bu:ð/ noun 1. a small place for 
one person to stand or sit 2. US a section 
of acommercial fair where a company ex- 
hibits its products or services (NOTE: The 
UK term is stand.) 


BOP abbr balance of payments 














borderless world /,bo:dalas 'ws:ld/ 
noun the global economy in the age of the 
Internet, which is thought to have re- 
moved all the previous barriers to interna- 
tional trade 


borderline case /,bo:dolamn 'kers/ 
noun 1. a situation which is not easy to re- 
solve, being either one way or the other 2. 
a worker who may or may not be recom- 
mended for a particular type of treatment, 
such as for promotion or dismissal 

borrow /'bprau/ verb to take money 
from someone for a time, possibly paying 
interest for it, and repaying it at the end of 
the period O She borrowed £1,000 from 
the bank. O The company had to borrow 
heavily to repay its debts. O They bor- 
rowed £25,000 against the security of the 


factory. 


borrow short phrasal verb to borrow 
for a short period 
borrower /'bpraua/ noun a person who 
borrows O Borrowers from the bank pay 
12% interest. 


borrowing /'borəurg/ noun the action 
of borrowing money O The new factory 
was financed by bank borrowing. 
“...we tend to think of building societies as 
having the best borrowing rates and indeed 
many do offer excellent terms’ 
[Financial Times] 
borrowing costs /'borəuiy kosts/ 
plural noun the interest and other charges 
paid on money borrowed 
borrowing power /borouin ,pavo/ 
noun the amount of money which a com- 
pany can borrow 


borrowings /'borəuiyz/ plural noun 
money borrowed O The company’s bor- 
rowings have doubled. 
COMMENT: Borrowings are sometimes 
shown as a percentage of shareholders’ 
funds (i.e. capital and money in re- 
serves); this gives a percentage which is 
the ‘gearing’ of the company. 
boss /bps/ noun an employer or person 
in charge of a company or an office 
(informal) O If you want a pay rise, go 
and talk to your boss. 
Boston Box /,boston 'boks/ noun a 
system used to indicate a company’s po- 
tential by analysing the relationship be- 
tween its market share and its growth rate 
(NOTE: The Boston Box was devised by 
the Boston Consulting Group in the 
1970s to help companies decide which 


Boston matrix 





businesses they should invest in and 
which they should withdraw from. In this 
system businesses with a high market 
share and high growth rate are called 
stars, businesses with a low market 
share and low growth rate are called 
dogs, businesses with a high market 
share and a low growth rate are called 
cash cows and businesses with a low 
market share and a high growth rate are 
called question marks.) 

Boston matrix /,bvston 'mertriks/ 
noun a type of product portfolio analysis, 
in which products are identified as stars, 
question marks, cash cows or dogs. Full 
form Boston Consulting Group 
Share/Growth Matrix 

bottleneck /'bpt(9)1,nek/ noun a situa- 
tion which occurs when one section of an 
operation cannot cope with the amount of 
work it has to do, which slows down the 
later stages of the operation and business 
activity in general O a bottleneck in the 
supply system O There are serious bottle- 
necks in the production line. 

bottom /'botəm/ noun the lowest part 
or point o the bottom has fallen out of 
the market sales have fallen below what 
previously seemed to be the lowest point 
rock-bottom price the lowest price of 
all o to go bottom up to crash or to go 
into liquidation m verb to reach the lowest 
point 

bottom line /,botam 'larn/ noun 1. the 
last line on a balance sheet indicating 
profit or loss 2. the final decision on a 
matter O The bottom line was that the 
work had to completed within budget. 
bottom price /‘bptom prats/ noun the 
lowest price 

bottom-up approach /,botəm ap ə 
‘proutf/ noun a style of leadership that 
encourages employees at all levels to take 
part in decision-making and problem- 
solving. Opposite top-down approach 
bought /bo:t/» buy 

bought ledger /'bo:t ,led3a/ noun a 
book in which purchases are recorded 
bought ledger clerk /,bo:t 'led3ə 
iklark/ noun an office employee who 
deals with the bought ledger or the sales 
ledger 

bounce /bauns/ verb to be returned by 
the bank to the person who has tried to 
cash it, because there is not enough mon- 






































from that country. 


ey in the payer’s account to pay it O She 
paid for the car with a cheque that 
bounced. 


boutique /bu:'ti:k/ noun a small finan- 
cial institution offering specialist advice 
or services 


box file /'boks fatl/ noun a cardboard 
box for holding documents 


box number /'boks ,nambo/ noun a 
reference number used when asking for 
mail to be sent to a post office or when 
asking for replies to an advertisement to 
be sent to the newspaper’s offices O 
Please reply to Box No. 209. 


box office /‘bvks ,pf1s/ noun an office 
at a theatre where tickets can be bought 


boycott /'borkpt/ noun a refusal to buy 
or to deal in certain products O The union 
organised a boycott against or of import- 
ed cars. ™ verb to refuse to buy or deal in 
a product O We are boycotting all imports 
the management 
has boycotted the meeting the manage- 
ment has refused to attend the meeting 


B/P abbr bills payable 
B/R abbr bills receivable 


bracket /'brekit/ noun a group of items 
or people taken together o people in the 
middle-income bracket people with av- 
erage incomes, not high or low o she is in 
the top tax bracket she pays the highest 
level of tax 
bracket together phrasal verb to treat 
several items together in the same way 
O In the sales reports, all the European 
countries are bracketed together. 
brainstorming /‘brein,sto:mm/ noun 
an intensive discussion by a small group 
of people as a method of producing new 
ideas or solving problems 
branch /bra:ntf/ noun 1. the local of- 
fice of a bank or large business, or a local 
shop which is part of a large chain 2. the 
local office of a union, based in a factory 
branch out phrasal verb to start a new 
but usually related type of business O 






































From car retailing, the company 
branched out into car leasing. 
branch manager / braint f 


'mænıd3ə/ noun a person in charge of a 
branch of a company 
“...a leading manufacturer of business, in- 
dustrial and commercial products requires 
a branch manager to head up its mid-west- 


breakdown 





ern Canada operations based in Winnipeg’ 
[Globe and Mail (Toronto)]| 
branch office /,bra:ntf 'pfis/ noun a 
less important office, usually in a differ- 
ent town or country from the main office 
brand /brzend/ noun a make of product, 
which can be recognised by a name or by 
a design O the top-selling brands of tooth- 
paste O The company is launching a new 
brand of soap. 
“...the multiple brought the price down to 
£2.49 in some stores. We had not agreed to 
this deal and they sold out very rapidly. 
When they reordered we would not give it 
to them. This kind of activity is bad for the 
brand and we cannot afford iť 
[The Grocer] 
“...you have to look much further down 
the sales league to find a brand which has 
not been around for what seems like ages’ 
[Marketing] 
‘...major companies are supporting their 
best existing brands with increased invest- 
ment’ [Marketing Week] 
brand awareness /'brend ə 
,weones/ noun consciousness by the 
public of a brand’s existence and qualities 
O How can you talk about brand aware- 
ness when most people don’t even know 
what the product is supposed to do? O 
Our sales staff must work harder to in- 
crease brand awareness in this area. 


branded goods /,brendid 'gudz/ 
plural noun goods sold under brand 
names 


brand image /,brzend 'tm1d3/ noun an 
opinion of a product which people associ- 
ate in their minds with the brand name. 
Brand image is developed and protected 
carefully by companies to make sure that 
their product or service is adopted by its 
target customers. 

brand leader /,brend 'li:da/ noun the 
brand with the largest market share 
brand loyalty /brænd 'lorəlti/ noun 
the feeling of trust and satisfaction that 
makes a customer always buy the same 
brand of product 

brand name /'brznd nerm/ noun a 
name of a particular make of product 
brand new /,brend 'nju:/ adjective 
quite new, very new 

brand recognition /,brend rekog 
'‘niJ(a)n/ noun the ability of the consum- 
er to recognise a brand on sight 


breach /bri:t{/ noun a failure to carry 
out the terms of an agreement 
breach of contract /bri:tf ov 
‘kontrekt/ noun the failure to do some- 
thing which has been agreed in a contract 
breach of trust /,bri:tf ov 'trast/ 
noun a situation where a person does not 
act correctly or honestly when people ex- 
pect him or her to 
breach of warranty /,bri:tf ov 
‘woronti/ noun the act of supplying 
goods which do not meet the standards of 
the warranty applied to them 
break /brerk/ noun 1. a pause between 
periods of work O She keyboarded for two 
hours without a break. O He typed for two 
hours without a break. 2. a lucky deal or 
good opportunity m verb 1. o to break 
even to balance costs and receipts, but not 
make a profit O Last year the company 
only just broke even. O We broke even in 
our first two months of trading. (NOTE: 
breaking — broke — has broken) 2. to 
fail to carry out the duties of a contract O 
The company has broken the contract or 
the agreement by selling at a lower price. 
(NOTE: breaking — broke — has broken) 
to break an engagement to do some- 
thing not to do what has been agreed 3. to 
cancel a contract O The company is hop- 
ing to be able to break the contract. 
(NOTE: breaking — broke — has broken) 
break down phrasal verb 1. to stop 
working because of mechanical failure 
O The fax machine has broken down. 2. 
to stop O Negotiations broke down after 
six hours. 3. to show all the items in a 
total list of costs or expenditure O We 
broke the expenditure down into fixed 
and variable costs. 
break off phrasal verb to stop O We 
broke off the discussion at midnight. O 
Management broke off negotiations 
with the union. 
break up phrasal verb 1. to split some- 
thing large into small sections O The 
company was broken up and separate 
divisions sold off. 2. to come to an end 
O The meeting broke up at 12.30. 
breakages /'bretkid31z/ plural noun 
breaking of items O Customers are ex- 
pected to pay for breakages. 
breakdown /'brerkdaun/ noun 1. an 
act of stopping working because of me- 
chanical failure O We cannot communi- 
cate with our Nigerian office because of 
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the breakdown of the telephone lines. 2. 
an act of stopping talking O a breakdown 
in wage negotiations 3. an act of showing 
details item by item O Give me a break- 
down of investment costs. 


breakeven point /brerk'i:v(ə)n 
point/ noun the point or level of financial 
activity at which expenditure equals in- 
come, or the value of an investment 
equals its cost so that the result is neither 
a profit nor a loss. Abbreviation BEP 


breaking bulk /,brerkıņ 'balk/ noun 
the practice of buying in bulk and then 
selling in small quantities to many cus- 
tomers 

break-up value /'brerk ap ,velju:/ 
noun 1. the value of the material of a 
fixed asset O What would the break-up 
value of our old machinery be? O Scrap 
merchants were asked to estimate the 
tractors’ break-up value. 2. the value of 
various parts of a company taken sepa- 
rately 

bribe /brarb/ noun money given secretly 
and usually illegally to someone in au- 
thority to get them to help O The minister 
was dismissed for taking a bribe. @ verb 
to pay someone money secretly and usu- 
ally illegally to get them to do something 
for you 


bricks-and-mortar /,briks ən 
'moito/ adjective conducting business in 
the traditional way in buildings such as 
shops and warehouses and not being in- 
volved in e-commerce. Compare clicks- 
and-mortar 

bridge finance /'brid3 ,famnens/ 
noun loans to cover short-term needs 
brief /bri:f/ noun instructions given to 
someone O He went into the negotiations 
with the brief to get a deal at any price. M 
verb to explain something to someone in 
detail O The salespeople were briefed on 
the new product. O The managing direc- 
tor briefed the board on the progress of 
the negotiations. 

briefing /'bri:f19/ noun an act of telling 
someone details O All sales staff have to 
attend a sales briefing on the new prod- 
uct. 

brightsizing /‘braitsatzin/ noun the 
practice of reducing the size of the work- 
force by making the most capable or intel- 
ligent employees redundant (NOTE: This 
usually happens accidentally when a 


company has a policy of laying off its 
most recently recruited employees first, 
since these are often the best trained 
and best educated members of its staff.) 
bring /br1/ verb to come to a place with 
someone or something O He brought his 
documents with him. © The finance direc- 
tor brought her assistant to take notes of 
the meeting. (NOTE: bringing — brought) 
bring down phrasal verb 1. to reduce 
O Petrol companies have brought down 
the price of oil. 2. to add a figure to an 
account at the end of a period to balance 
expenditure and income O balance 
brought down: £365.15 3. same as 
bring forward 2 
bring forward phrasal verb 1. to make 
something take [place earlier O to bring 
forward the date of repayment O The 
date of the next meeting has been 
brought forward to March. 2. to take an 
account balance from the end of the pre- 
vious period as the starting point for the 
current period O Balance brought for- 
ward: £365.15 
bring in phrasal verb to earn an 
amount of interest O The shares bring in 
a small amount. 
bring out phrasal verb to produce 
something new O They are bringing out 
a new model of the car for the Motor 
Show. 
bring up phrasal verb to refer to some- 
thing for the first time O The chairman 
brought up the question of redundancy 
payments. 
brisk /brisk/ adjective characterised by 
a lot of activity O sales are brisk O a brisk 
market in technology shares O The mar- 
ket in oil shares is particularly brisk. 


broadside /'bro:dsatd/ noun US a 
large format publicity leaflet 

brochure /'braufa/ noun a publicity 
booklet O We sent off for a brochure about 
holidays in Greece or about postal servic- 
es. 


brochure site /'broufa sart/ noun a 
website that gives details of a company’s 
products and contact information 


broke /brauk/ adjective having no mon- 
ey (informal) O The company is broke. O 
She cannot pay for the new car because 
she is broke. 
go broke phrasal verb to become 
bankrupt 


budget department 





broker /'brəukə/ noun 1. a dealer who 
acts as a middleman between a buyer and 
a seller 2. o (stock)broker a person or 
firm that buys and sells shares or bonds on 
behalf of clients 

brokerage /'bravkorid3/, broker’s 
commission /,braukez_ ko'm1f(a)n/ 
noun 1. payment to a broker for a deal 
carried out 2. same as broking 
brokerage firm /‘braukorid3 fs:m/, 
brokerage house /'braukorid3 haus/ 
noun a firm which buys and sells shares 
for clients 

broking /‘brauktn/ noun the business 
of dealing in stocks and shares 

brought down /'broxt 'deun/, 
brought forward /'bro:t 'forwad/ noun 
balance in an account from the previous 
period taken as the starting point for the 
current period O balance brought down or 
forward: £365.15 Abbreviation b/d, b/f 
brownfield site /'braunfi:ld sart/ 
noun a site for a new housing develop- 
ment which was originally the site of a 
factory. Compare greenfield site 
brown goods /'braun gudz/ plural 
noun electrical equipment for home en- 
tertainment, e.g. television sets, hi-fi 
equipment. Compare white goods 
brown paper /,braun 'perpa/ noun 
thick paper for wrapping parcels 

B share /'bi: feə/ noun an ordinary 
share with special voting rights (often 
owned by the founder of the company and 
their family) 

bubble /'bab(ə)l/ noun a continued rise 
in the value of an asset, such as a share 
price, which is caused by people thinking 
that the price will continue to rise. Also 
called speculative bubble 

bubble envelope /\bab(a)l 
‘envaloup/ noun an envelope lined with a 
sheet of plastic with bubbles in it, which 
protects the contents of the envelope 
bubble pack /'bab(s)l pæk/ noun 
same as blister pack 

bubble wrap /'bab(ə)l ræp/ noun a 
sheet of clear plastic with bubbles of air in 
it, used as a protective wrapping material 
buck /bak/ noun US a dollar (informal) 
to make a quick buck to make a profit 
very quickly m verb o to buck the trend 
to go against the trend 

bucket shop /'bakit fop/ noun US a 
dishonest stockbroking firm where cus- 






































tomers’ orders to buy and sell stock are 

treated as bets on the rise and fall of prices 
“...at last something is being done about 
the thousands of bucket shops across the 
nation that sell investment scams by 
phone’ [Forbes Magazine] 

budget /‘badzit/ noun 1. a plan of ex- 

pected spending and income for a period 

of time O to draw up a budget for salaries 


for the coming year O We have agreed the 





budgets for next year. 2. 0 the Budget the 
annual plan of taxes and government 
spending proposed by a finance minister. 
In the UK, the budget is drawn up by the 
Chancellor of the Exchequer. O The min- 
ister put forward a budget aimed at boost- 
ing the economy. o to balance the budget 
to plan income and expenditure so that 
they balance O The president is planning 























for a balanced budget. ™ verb to plan 


probable income and expenditure O We 
are budgeting for £10,000 of sales next 
year. 
‘he budgeted for further growth of 
150,000 jobs (or 2.5 per cent) in the 
current financial year’ [Sydney 
Morning Herald| 
“...the Federal government’s budget tar- 
gets for employment and growth are with- 
in reach according to the latest figures’ 
[Australian Financial Review] 
budget account /'badzit 9,kaunt/ 
noun a bank account where you plan in- 
come and expenditure to allow for periods 
when expenditure is high, by paying a set 
amount each month 
budgetary /'badzit(a)ri/ adjective re- 
ferring to a budget 
budgetary control /,badzit(a)ri kən 
'trəul/ noun controlled spending accord- 
ing to a planned budget 
budgetary policy  /,badz3it(o)ri 
‘polisi/ noun the policy of planning in- 
come and expenditure 
budgetary requirements 
/bad3it(a)ri_ri'kwatomentz/ plural 
noun the rate of spending or income re- 
quired to meet the budget forecasts 
budget deficit /‘bad3it ,defisit/ noun 
a deficit in a country’s planned budget, 
where income from taxation will not be 
sufficient to pay for the government’s ex- 
penditure 
budget department /'badzit di 
,pa:tmont/ noun a department in a large 
store which sells cheaper goods 


budgeting 





budgeting /‘bad3it1n/ noun the prepa- 
ration of budgets to help plan expenditure 
and income 

budget surplus /,badzit 's3:plas/ 
noun a situation where there is more rev- 
enue than was planned for in the budget 


budget variance /,badzit 'veorions/ 
noun the difference between the cost as 
estimated for a budget and the actual cost 


buffer stocks /'bafo 'stoks/ plural 
noun stocks of a commodity bought by an 
international body when prices are low 
and held for resale at a time when prices 
have risen, with the intention of reducing 
sharp fluctuations in world prices of the 
commodity 
build into phrasal verb to include 
something in something which is being 
set up O You must build all the forecasts 
into the budget. 0 we have built 10% 
for contingencies into our cost fore- 
cast we have added 10% to our basic 
forecast to allow for items which may 
appear suddenly 
build up phrasal verb 1. to create 
something by adding pieces together O 
She bought several shoe shops and 
gradually built up a chain. 2. to expand 
something gradually O to build up a 
profitable business O to build up a team 
of sales representatives 
building and loan association 
/bildiy on 'loun ə,səusierf(ə)n/ noun 
US same as savings and loan 
building materials /'bildiy mo 
,tiarialz/ plural noun materials used in 
building, e.g. bricks and cement 
building permit /‘bildiy ,ps:mit/ 
noun an official document which allows 
someone to build on a piece of land 
building site /'bıldıy sart/ noun a 
place where a building is being construct- 
ed O All visitors to the site must wear 
safety helmets. 
building society /‘bildin so,saroti/ 
noun a financial institution which accepts 
and pays interest on deposits, and lends 
money to people who are buying property 
against the security of the property which 
is being bought O We put our savings into 
a building society or into a building soci- 
ety account. O I have an account with the 
Nationwide Building Society. O I saw the 
building society manager to ask for a 
mortgage. 














COMMENT: Building societies mainly in- 
vest the money deposited with them as 
mortgages on properties, but a percent- 
age is invested in government securities. 
Societies can now offer a range of bank- 
ing services, such as cheque books, 
standing orders, overdrafts, etc., and 
now operate in much the same way as 
banks. Indeed, many building societies 
have changed from ‘mutual status’, 
where the owners of the society are its 
investors and borrowers, to become 
publicly-owned banks whose shares are 
bought and sold on the stock exchange. 
The comparable US institutions are the 
savings & loan associations, or ‘thrifts’. 
buildup /‘bildap/ noun a gradual in- 
crease O a buildup in sales or a sales 
buildup O There will be a big publicity 
buildup before the launch of the new mod- 
el. O There has been a buildup of com- 
plaints about customer service. 


built-in / bilt 'tn/ adjective forming part 
of the system or of a machine O The PC 
has a built-in modem. O The accounting 
system has a series of built-in checks. O 
The microwave has a built-in clock. 


built-in obsolescence /'bilt ın pbso 
jles(a)ns/ noun a method of ensuring 
continuing sales of a product by making it 
in such a way that it will soon become ob- 
solete 


bulk /balk/ noun a large quantity of 
goods o in bulk in large quantities O to 
buy rice in bulk 

bulk breaking /'balk ,bretkin/ noun 
same as breaking bulk 


bulk buying /,balk 'barıy/ noun the 
act of buying large quantities of goods at 
low prices 


bulk carrier /,balk 'kæriə/ noun a ship 
which carries large quantities of loose 
goods such as corn or coal 


bulk discount /,balk 'diskaunt/ noun 
a discount given to a purchaser who buys 
in bulk 


bulk purchase /,balk 'ps:tf1s/ noun 
an act of buying a large quantity of goods 
at low prices 

bulk shipment /,balk 'ftpmont/ noun 
a shipment of large quantities of goods 


bull /bul/ noun a person who believes the 
market will rise, and therefore buys 
shares, commodities or currency to sell at 
a higher price later. Opposite bear 
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business class 





“...lower interest rates are always a bull 
factor for the stock market’ 
[Financial Times] 
bullion /‘bulian/ noun a gold or silver 
bars OA shipment of gold bullion was sto- 
len from the security van. O The price of 
bullion is fixed daily. 
bullish /'bulif/ adjective optimistic, 
feeling that prices of shares will rise 
‘...another factor behind the currency 
market’s bullish mood may be the growing 
realisation that Japan stands to benefit 
from the current combination of high do- 
mestic interest rates and a steadily rising 
exchange rate’ [Far Eastern Economic 
Review] 
“...currency traders chose to ignore better 
unemployment statistics from France, pre- 
ferring to focus on the bullish outlook for 
the dollar’ [Times] 
bull market /'bul ,ma:kıt/ noun a peri- 
od when share prices rise because people 
are optimistic and buy shares. Opposite 
bear market 
bumper /'bampo/ noun a very large 
crop O a bumper crop of corn o 1999 was 
a bumper year for computer sales 1999 
was an excellent year for sales 
bumping /‘bampin/ noun 1. US a lay- 
off procedure that allows an employee 
with greater seniority to displace a more 
junior employee O The economic reces- 
sion led to extensive bumping in compa- 
nies where only the most qualified were 
retained for some jobs. O The trade un- 
ions strongly objected to bumping prac- 
tices since they considered that many em- 
ployees were being laid off unfairly. 2. the 
situation where a senior employee takes 
the place of a junior (in a restaurant) 
bureau /'bjuərəv/ noun an office which 
specialises in a specific service 
bureaucracy /bjuə'rokrəsi/ noun a 
system of administration where an indi- 
vidual person’s responsibilities and pow- 
ers are strictly defined and processes are 
strictly followed 
bureaucratic /,bjusra'kretik/ adjec- 
tive following strict administrative princi- 
ples 
bureau de change /,bjusrau də 
'fon3/ noun an office where you can 
change foreign currency 
burn down phrasal verb to destroy (a 
building) completely in a fire O The 
warehouse burnt down and all the stock 














was destroyed. O The company records 
were all lost when the offices were burnt 
down. 

burn out phrasal verb to become tired 
and incapable for further work because 
of stress (NOTE: burning — burnt or 
burned) 


bushel /'buf(a)l/ noun US a measure of 
dry goods, such as corn (= 35 litres) 
business /'biznis/ noun 1. work in 
buying, selling or doing other things to 
make a profit O We do a lot of business 
with Japan. O Business is expanding. O 
Business is slow. O Repairing cars is 90% 
of our business. O We did more business 
in the week before Christmas than we 
usually do in a month. O Strikes are very 
bad for business. O What’s your line of 
business? o to be in business to run a 
commercial firm o on business doing 
commercial work O She had to go abroad 
on business. O The chairman is in Hol- 
land on business. 2. a commercial compa- 
ny O He owns a small car repair business. 
O She runs a business from her home. O I 
set up in business as an insurance broker. 
3. the affairs discussed O The main busi- 
ness of the meeting was finished by 3 p.m. 
business address /'biznis 9,dres/ 
noun the details of number, street and 
town where a company is located 
business agent /'bıznıs ,erdz3ənt/ 
noun US the chief local official of a trade 
union 

business call /'brznis ko:I/ noun a 
visit to talk to someone about business 
business card /'biznis ka:d/ noun a 
card showing a businessperson’s name 
and the name and address of the company 
he or she works for 

business case /'biznis ke1s/ noun a 
statement that explains why a particular 
course of action would be advantageous 
or profitable to an organisation (NOTE: A 
business case depends on the prepara- 
tion and presentation of a viable busi- 
ness plan and is intended to weed out 
ideas that may seem promising but have 
no real long-term value to an organisa- 
tion.) 

business centre /'biznis_,sento/ 
noun the part of a town where the main 
banks, shops and offices are located 
business class /'biznts kla:s/ noun a 
type of airline travel which is less expen- 


























business college 





sive than first class and more comfortable 
than economy class 

business college /'bıznıs ,kvlid3/ 
noun same as business school 
business community /‘biznts kə 
\mjurniti/ noun the business people liv- 
ing and working in the area 

business computer /'biznis kom 
,pju:tə/ noun a powerful small computer 
programmed for special business uses 
business correspondence /biznis 
korr ,spondəns/ noun letters concerned 
with a business 

business correspondent /‘biznis 
korr ,spondənt/ noun a journalist who 
writes articles on business news for news- 
papers 

business cycle /'bıznıs ,sark(ə)l/ 
noun the period during which trade ex- 
pands, slows down and then expands 
again. Also called trade cycle 
business environment /,biznis ın 
‘valronmont/ noun the elements or fac- 
tors outside a business organisation which 
directly affect it, such as the supply of raw 
materials and product demand O The un- 
reliability of supplies is one of the worst 
features of our business environment. 
business equipment /‘biznis 1 
|kwipmont/ noun the machines used in 
an office 

business expenses /'bıznıs 1k 
spensiz/ plural noun money spent on 
running a business, not on stock or assets 
business game /'biznis ge1m/ noun 
a learning game in which trainees are pre- 
sented with a typical business situation 
and compete with one another to find the 
best way of dealing with it 

business hours /'biznis ,avoz/ plural 
noun the time when a business is open, 
usually 9.00 a.m. to 5.30 p.m. 
business intelligence /‘biznis in 
,telid3(9)ns/ noun information that may 
be useful to a business when it is planning 
its strategy 

business letter /'biznis ,leta/ noun a 
letter which deals with business matters 
business lunch /'biznis lantf/ noun 
a meeting between businessmen where 
they have lunch together to discuss busi- 
ness deals 

businessman /'biznismzn/ noun a 
man engaged in business 


business park /'biznis pa:k/ noun a 
group of small factories or warehouses, 
especially near a town O He has rented a 
unit in the local business park. 
business plan /'biznis plen/ noun a 
document drawn up to show how a busi- 
ness is planned to work, with cash flow 
forecasts, sales forecasts, etc., often used 
when trying to raise a loan, or when set- 
ting up a new business 

business practices = /‘biznis 
\prektisiz/ noun ways of managing or 
working in business, industry or trade 
business premises /'bıznıs 
)premisiz/ plural noun building used for 
commercial use 

business rate /'biznis reit/ noun a 
tax levied on business property (NOTE: 
The US term is local property tax.) 
business ratepayer = /,biznas 
'reitpe1o/ noun a business which pays lo- 
cal taxes on a shop, office, factory, etc. 
business school /'bıznıs sku:l/ 
noun an educational institution at univer- 
sity level that offers courses in subjects 
related to business such as management, 
technology, finance, and interpersonal 
skills (NOTE: Business schools provide 
courses of varying length and level, up 
to Master of Business Administration, 
and besides catering for full-time stu- 
dents, also offer part-time courses and 
distance learning to people already in 
employment.) 

business science /,biznis 'sarons/ 
noun the study of business or manage- 
ment techniques O He has a master’s de- 
gree in business science. 
business-to-business /,biznis to 
‘biznis/ adjective full form of B2B 
business-to-consumer /,biznis to 
kən'sju:mə/ adjective full form of B2C 
business transaction /'biznis træn 
,zeekfon/ noun an act of buying or selling 
business traveller /,biznas 
'træv(ə)lə/ noun a person who is travel- 
ling on business 

business trip /‘biznts trip/ noun a 
journey made to discuss business matters 
with clients 

business unit /‘biznis ,ju:nit/ noun a 
unit within an organisation that operates 
as a separate department, division or 
stand-alone business and is usually treat- 
ed as a separate profit centre 


by-product 





businesswoman /'biznismzn/ noun 
a woman engaged in business 
go bust phrasal verb to become bank- 
rupt (informal) O The company went 
bust last month. 


busy /'bizi/ adjective occupied in doing 
something or in working O He is busy 
preparing the annual accounts. O The 
manager is busy at the moment, but she 
will be free in about fifteen minutes. O The 
busiest time of year for stores is the week 
before Christmas. O Summer is the busy 
season for hotels. o the line is busy the 
telephone line is being used 


busy season /'bizi ,si:z(9)n/ noun the 
period when a company is busy 


buy /bar/ verb to get something by pay- 
ing money O to buy wholesale and sell re- 
tail O to buy for cash O She bought 10,000 
shares. O The company has been bought 
by its leading supplier. (NOTE: buying — 
bought) m noun something which should 
be bought O Those shares are a definite 
buy. 
buy back phrasal verb 1. to buy some- 
thing which you sold earlier O She sold 
the shop last year and is now trying to 
buy it back. 2. to buy its own shares 
buy forward phrasal verb to buy for- 
eign currency before you need it, in or- 
der to be sure of the exchange rate 
buy in phrasal verb (of a seller at an 
auction) to buy the thing which you are 
trying to sell because no one will pay 
the price you want 


buyback /'batbek/ noun 1. a type of 
loan agreement to repurchase bonds or se- 
curities at a later date for the same price as 
they are being sold 2. an international 
trading agreement where a company 
builds a factory in a foreign country and 
agrees to buy all its production 

“...the corporate sector also continued to 

return cash to shareholders in the form of 

buy-backs, while raising little money in 














the form of new or rights issues’ 
[Financial Times] 
buyer /'barə/ noun 1. a person who buys 
there were no buyers no one wanted to 
buy 2. a person who buys stock on behalf 
of a trading organisation for resale or for 
use in production 3. in B2B selling, a per- 
son who has made a commitment to buy, 
but has not finalised the deal 
buyer’s market /‘batoz ,ma:kıt/ noun 
a market where products are sold cheaply 
because there are few people who want to 
buy them. Opposite seller’s market 
buyer’s risk /,batoz 'risk/ noun the 
risk taken by a buyer when accepting 
goods or services without a guarantee 
buying /'barry/ noun the act of getting 
something for money 
buying department /‘bamy di 
,paitmont/ noun the department in a 
company which buys raw materials or 
goods for use in the company 
buying power /‘barrn ,paua/ noun the 
ability to buy O The buying power of the 
pound has fallen over the last five years. 
buyout /'baraut/ noun the purchase of a 
controlling interest in a company 
“...we also invest in companies whose 
growth and profitability could be im- 
proved by a management buyout’ [Times] 
“...in a normal leveraged buyout, the ac- 
quirer raises money by borrowing against 
the assets or cash flow of the target com- 
pany’ [Fortune] 
bylaws /'bailo:z/ noun a rule made by a 
local authority or organisation, and not by 
central government m plural noun US 
rules governing the internal running of a 
corporation (the number of meetings, the 
appointment of officers, etc.) (NOTE: In 
the UK, these are called Articles of As- 
sociation.) 
by-product /'bar ,prodakt/ noun a 
product made as a result of manufacturing 
a main product 
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C2C commerce /si: tə si: 'koms:s/ 
same as consumer-to-consumer com- 
merce 


CA abbr chartered accountant 
CAB abbr Citizens Advice Bureau 


CAD/CAM noun the combined use of 
data and technologies from computer-aid- 
ed design and computer-aided manufac- 
turing in a fully automated system that 
covers every part of the manufacturing 
process from design to production. Full 
form computer-aided design/compu- 
ter-aided manufacturing 

calculate /'kælkjulert/ verb 1. to find 
the answer to a problem using numbers O 
The bank clerk calculated the rate of ex- 
change for the dollar. 2. to estimate O I 
calculate that we have six months’ stock 
left. 

calculation /,kelkju'letf(a)n/ noun 
the answer to a problem in mathematics O 
According to my calculations, we have six 
months’ stock left. o we are £20,000 out 
in our calculations we have made a mis- 
take in our calculations and arrived at a 
figure which is £20,000 too much or too 
little 


calendar year /,kelindo 'jrə/ noun a 
year from the 1st January to 31st Decem- 
ber 


call /ko:l/ noun 1. a conversation on the 
telephone o national call call to any part 
of the country more than 56km from your 
own exchange o to make a call to dial 
and speak to someone on the telephone 
to take a call to answer the telephone o to 
log calls to note all details of telephone 
calls made 2. a demand for repayment of 
a loan by a lender 3. an official request for 
something 4. a demand to pay for new 
shares which then become paid up lm verb 
1. to telephone someone O Pll call you at 
your office tomorrow. 2. to call on 










































































someone to visit someone O Our sales- 
people call on their best accounts twice a 
month. 3. to ask for or order something to 
be done O to call a meeting o the union 
called a strike the union told its members 
to go on strike 
call in phrasal verb 1. to visit O Their 
sales representative called in twice last 
week. 2. to telephone to make contact O 
We ask the reps to call in every Friday 
to report the week’s sales. 3. to ask for 
a debt to be paid 
call off phrasal verb to ask for some- 
thing not to take place O The union has 
called off the strike. © The deal was 
called off at the last moment. 
call up phrasal verb to ask for share 
capital to be paid 
callable bond /,ko:lab(9)l 'bond/ 
noun a bond which can be redeemed be- 
fore it matures 
call-back pay /'ko:l bæk ,pe1/ noun 
pay given to an employee who has been 
called back to work after their usual 
working hours 
call centre /'ko:l ,sents/ noun a de- 
partment or business that operates a large 
number of telephones and specialises in 
making calls to sell products or in receiv- 
ing calls from customers to helplines or 
information or after-sales services (NOTE: 
A call centre often acts as the central 
point of contact between an organisa- 
tion and its customers.) 
called up capital /ko:ld ap 
'kæpıt(ə)l/ noun a share capital in a com- 
pany which has been called up but not yet 
paid for 
“...a circular to shareholders highlights 
that the company’s net assets as at August 
1, amounted to £47.9 million — less than 
half the company’s called-up share capital 
of £96.8 million. Accordingly, an EGM 
has been called for October 7’ [Times] 














capacity requirements planning 





caller /‘ko:la/ noun 1. a person who tel- 
ephones 2. a person who visits 


call money /'ko:l ,mani/ noun money 
loaned for which repayment can be de- 
manded without notice. Also called mon- 
ey at call, money on call 


call option /'ko:1 ,ppfan/ noun an op- 
tion to buy shares at a future date and at a 
specific price. Opposite put option 

call rate /'ko:l reit/ noun the number of 
calls per day or per week which a sales- 
person makes on customers 


campaign /kem'pein/ noun a series of 
co-ordinated activities to reach an objec- 
tive W verb to work in an organized way 
to get something O They are campaigning 
for better pay for low-paid workers. 


cancel /'kænsəl/ verb 1. to stop some- 
thing which has been agreed or planned O 
to cancel an appointment or a meeting O 
The government has cancelled the order 
for a fleet of buses. O The manager is still 
ill, so the interviews planned for this week 
have been cancelled. (NOTE: cancelling 
— cancelled. The US spelling is cance- 
ling -— canceled.) 2. to cancel a 
cheque to stop payment of a cheque 
which has been signed 
cancel out phrasal verb (of two 
things) to balance each other or act 
against each other so that there is no 
change in the existing situation O The 
two clauses cancel each other out. O 
Higher costs have cancelled out the in- 
creased sales revenue. 


cancellation /,kenso'lerf(9)n/ noun 
the act of stopping something which has 
been agreed or planned O the cancellation 
of an appointment O the cancellation of 
an agreement 


cancellation clause = /,kenso 
‘lerf(a)n klo:z/ noun a clause in a con- 
tract which states the terms on which the 
contract may be cancelled 


candidate /'kændıdert/ noun a person 
who applies for or is considered suitable 
for a job or for a training course O Ten out 
of fifty candidates were shortlisted. O The 
candidates for department manager were 
each given a personality test and an intel- 
ligence test. O I don’t consider him as 
suitable candidate for management train- 
ing. 














can-do /'kzen du:/ adjective go-ahead, 
liking to cope with new challenges O 
She’s a can-do individual. 

canvass /'kenvos/ verb to visit people 
to ask them to buy goods, to vote or to say 
what they think O He’s canvassing for 
customers for his hairdresser’s shop. O 
We’ve canvassed the staff about raising 
the prices in the staff restaurant. 
canvasser /'kznvoso/ noun a person 
who canvasses 

canvassing /'kznvosin/ noun the 
practice of asking people to buy, to vote, 
or to say what they think O door-to-door 
canvassing O canvassing techniques 
cap /kzep/ noun an upper limit placed on 
something, such as an interest rate. The 
opposite, i.e. a lower limit, is a ‘floor’). I 
verb to place an upper limit on something 
O to cap a local authority’s budget O to 
cap a department’s budget (NOTE: cap- 
ping — capped) 

CAP abbr Common Agricultural Policy 
capable /'kerpəb(ə)l/ adjective 1. o ca- 
pable of able or clever enough to do 
something O She is capable of very fast 
keyboarding speeds. O The sales force 
should be capable of selling all the stock 
in the warehouse. O She is capable of very 














fast typing speeds. 2. efficient O She is a 


very capable departmental manager. 
(NOTE: You are capable of something or 
of doing something.) 


capacity /ko'pesiti/ noun 1. the 
amount which can be produced, or the 
amount of work which can be done O in- 
dustrial or manufacturing or production 
capacity o to work at full capacity to do 
as much work as possible 2. the amount 
of space o to use up spare or excess ca- 
pacity to make use of time or space which 
is not fully used 3. ability O She has a 
particular capacity for detailed business 
deals with overseas companies. 4. 0 in 
one’s capacity as acting as O I signed the 
document in my capacity as chairman. 
“...analysts are increasingly convinced 
that the industry simply has too much ca- 
pacity’ [Fortune] 
capacity planning = /ko'pesiti 
,pleenin/ noun forward planning to relate 
production needs to anticipated demand 
capacity requirements planning 
/ko,peesiti ri,kwaromonts 'plænıy/ 
noun planning that determines how much 
































capacity utilisation 





machinery and equipment is needed in or- 
der to meet production targets 


capacity utilisation /kə pæsəti 
,jurtilar'ze1f(9)n/ noun a measurement 
that shows how much of the plant and 
equipment of a company or industry is ac- 
tually being used to produce goods or 
services. It is usually expressed as a ratio 
between actual output over a particular 
period and the maximum output the plant 
or equipment designed to produce during 
the same period. 
capita /'kæpıtə/ ə per capita 
capital /‘kzepit(9)I/ noun 1. the money, 
property and assets used in a business O a 
company with £10,000 capital or with a 
capital of £10,000 o capital structure of 
a company the way in which a compa- 
ny’s capital is made up from various 
sources 2. money owned by individuals or 
companies, which they use for investment 
movements of capital changes of in- 
vestments from one country to another 
flight of capital the rapid movement of 
capital out of one country because of lack 
of confidence in that country’s economic 
future 
‘...issued and fully paid capital is $100 
million, comprising 2340 shares of $100 
each and 997,660 ordinary shares of $100 
each’ [Hongkong Standard] 
capital account /‘kepit(9)! 9,kaunt/ 
noun 1. an account of dealings such as 
money invested in or taken out of the 
company by the owners of a company 2. 
items in a country’s balance of payments 
which do not refer to the buying and sell- 
ing merchandise, but refer to investments 
3. the total equity in a business 
capital allowances /kepit(s)l ə 
‘lavonsiz/ plural noun the allowances 
based on the value of fixed assets which 
may be deducted from a company’s prof- 
its and so reduce its tax liability 
COMMENT: Under current UK law, depre- 
ciation is not allowable for tax on profits, 
whereas capital allowances, based on 
the value of fixed assets owned by the 
company, are tax-allowable. 
capital appreciation /kepit(s)l ə 
\prisfi'erf(a)n/ noun same as apprecia- 
tion 
capital assets /kepit(s)l 'æsets/ 
plural noun the property, machines and 
other assets, which a company owns and 
uses but which it does not buy and sell as 






































part of its regular trade. Also called fixed 
assets 

capital base /,kzprt(9)l 'bers/ noun 
the capital structure of a company (share- 
holders’ capital plus loans and retained 
profits) used as a way of assessing the 
company’s worth 

capital bonus /kzpit(a)l 'bəunəs/ 
noun an extra payment by an insurance 
company which is produced by a capital 
gain 

capital city /,kepit(a)l 'sıti/ noun the 
main city in a country, where the govern- 
ment is located 

capital commitments /,kzpit(s)I ko 
‘mitmonts/ plural noun expenditure on 
assets which has been authorised by di- 
rectors, but not yet spent at the end of a fi- 
nancial period 

capital employed /,kzpit(s)l ım 
‘plord/ noun an amount of capital con- 
sisting of shareholders’ funds plus the 
long-term debts of a business. ù return 
on capital employed 

capital equipment /,kezpit(s)l 1 
'kwipmont/ noun equipment which a 
factory or office uses to work 

capital expenditure /,kzpit(o)l 1k 
‘spenditfa/ noun money spent on fixed 
assets such as property, machines and fur- 
niture. Also called capital investment, 
capital outlay. Abbreviation CAPEX 
capital gain /,kepit(s)l 'gern/ noun 
an amount of money made by selling a 
fixed asset. Opposite capital loss 
capital gains tax /,kepit(s)l 'gernz 
teeks/ noun a tax on the difference be- 
tween the gross acquisition cost and the 
net proceeds when an asset is sold. In the 
United Kingdom, this tax also applies 
when assets are given or exchanged, al- 
though each individual has an annual cap- 
ital gains tax allowance that exempts 
gains within that tax year below a stated 
level. In addition, certain assets may be 
exempt, e.g., a person’s principal private 
residence and transfers of assets between 
spouses. Abbreviation CGT 

capital goods /'kzpit(a)l gudz/ plu- 
ral noun machinery, buildings and raw 
materials which are used to make other 
goods 

capital-intensive industry 
/,keepit(9)l in'tensiv ,indastri/ noun an 
industry which needs a large amount of 


captive market 





capital investment in plant to make it 
work 
capital investment /,kezpit(s)l im 
'vestmont/ noun same as capital ex- 
penditure 
capitalisation /,keepit (a)lar 
'ze1f(9)n/, capitalization noun the value 
of a company calculated by multiplying 
the price of its shares on the stock ex- 
change by the number of shares issued. 
Also called market capitalisation 
“...she aimed to double the company’s 
market capitalization’ [Fortune] 
capitalisation issue /,kepitolar 
'ze1f(a)n ,1fu:/ noun same as bonus is- 
sue 
capitalisation of reserves 
/,keepit(a)laizerf(a)n ov ri'z3rvz/ noun 
the issuing free bonus shares to share- 
holders 
capitalise /'kzpit(o)la1z/, capitalize 
ae to invest money in a working compa- 
the company is capitalised at 
£10, 000 the company has a working cap- 
ital of £10,000 
“...at its last traded price the bank was cap- 
italized at around $1.05 billion with 60 per 
cent in the hands of the family’ [South 
China Morning Post] 
capitalise on phrasal verb to make a 
profit from O We are seeking to capital- 
ise on our market position. 
capitalism /'kæpıt(ə)lız(ə)m/ noun 
the economic system in which each per- 
son has the right to invest money, to work 
in business and to buy and sell, with no re- 
strictions from the state 
capitalist /‘kzprt(o)list/ adjective 
working according to the principles of 
capitalism O the capitalist system O the 
capitalist countries or world ™@ noun a 
person who invests capital in business en- 
terprises 
capitalist economy /,kepit(a)list 1 
‘kpnomi/ noun an economy in which 
each person has the right to invest money, 
to work in business and to buy and sell, 
with no restrictions from the state 
capital letters /,kepit(s)l 'letəz/ 
noun letters written as A, B, C, D, etc., 
and not a, b, c, d O Write your name in 
block capitals at the top of the form. 
capital levy /,kzprt(a)l 'levi/ noun a 
tax on the value of a person’s property and 
possessions 














capital loss /,kzprt(9)l 'los/ noun a 
loss made by selling assets. Opposite 
capital gain 

capital market /,kepit(s)l 'markit/ 
noun an international market where mon- 
ey can be raised for investment in a busi- 
ness 

capital outlay /,kepit(s)l ‘autle1/ 
noun same as capital expenditure 
capital project /,keprt(a)l 
‘prodzekt/ noun a large-scale and com- 
plex project, often involving construction 
or engineering work, in which an organi- 
sation spends part of its financial resourc- 
es on creating capacity for production 
capital project management 
/keepit(o)l pro,dzekt 'maenid3zmont/ 
noun the control and organisation of cap- 
ital projects 

capital requirements /,kzpit(9)l rı 
'kwalomonts/ plural noun the amount of 
capital which a firm needs to operate nor- 
mally 

capital reserves /,kzpit(a)l r1'z3:vz/ 
plural noun money from profits, which 
forms part of the capital of a company and 
can be used for distribution to sharehold- 
ers only when a company is wound up. 
Also called undistributable reserves 
capital shares /,kzpit(o)l 'Jeoz/ plu- 
ral noun (on the Stock Exchange) shares 
in a unit trust which rise in value as the 
capital value of the units rises, but do not 
receive any income (NOTE: The other 
form of shares in a split-level investment 
trust are income shares, which receive 
income from the investments, but do not 
rise in value.) 

capital structure  /kepit(o)l 
'straktfə/ noun the relative proportions 
of equity capital and debt capital within a 
company’s balance sheet 

capital transfer tax /,kepit(o)l 
'trensf3: ,teks/ noun in the United 
Kingdom, a tax on the transfer of assets 
that was replaced in 1986 by inheritance 
tax 

captain of industry /keptin ov 
'ındəstri/ noun a head of a major indus- 
trial company 

captive market /keptiv 'markit/ 
noun a market where one supplier has a 
monopoly and the buyer has no choice 
over the product which he or she must 
purchase 


capture 
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capture /'kæptfə/ verb to take or get 
control of something o to capture 10% 
of the market to sell hard, and so take a 
10% market share o to capture 20% ofa 
company’s shares to buy shares in a 
company rapidly and so own 20% of it 
car assembly plant /,ka:r 9'sembli 
,plaint/ noun a factory where cars are put 
together from parts made in other facto- 
ries 
carat /'kærət/ noun 1. a measure of the 
quality of gold (pure gold being 24 carat) 
O a22-carat gold ring 2. a measure of the 
weight of precious stones O a 5-carat dia- 
mond 
COMMENT: Pure gold is 24 carats and is 
too soft to make jewellery. Most jewellery 
and other items made from gold are not 
pure, but between 19 and 22 carats. 22 
carat gold has 22 parts of gold to two 
parts of alloy. 
car boot sale /,ka: 'but ,sel/ noun a 
type of jumble sale, organised in a large 
car park or sports field, where people sell 
unwanted items from the back of their 
cars 
card /ka:d/ noun 1. stiff paper O We 
have printed the instructions on thick 
white card. 2. a small piece of cardboard 
or plastic, usually with information print- 
ed on it O He showed his staff card to get 
a discount in the store. 3. a postcard 4. 
to get your cards to be dismissed 
cardholder /‘ka:d,haulda/ noun 1. a 
person who holds a credit card or bank 
cash card 2. a frame which protects a card 
or a message 
card index /‘ka:d ,mdeks/ noun a se- 
ries of cards with information written on 
them, kept in special order so that the in- 
formation can be found easily O We use 
an alphabetical card-index system for 
staff records. 
card-index /'ka:d ,mdeks/ verb to put 
information onto a card index 
card-index file /‘ka:d ,mdeks farl/ 
noun information kept on filing cards 
card-indexing /‘ka:d ,indekstn/ noun 
the process of putting information onto a 
card index O No one can understand her 
card-indexing system. 
card phone /'ka:d faun/ noun a public 
telephone which works when you insert a 
phonecard 
career /ko'r1a/ noun a job which you 
are trained for and which you expect to do 






































all your life O He made his career in elec- 
tronics. O She has had a varied career, 
having worked in education and industry. 
O The company offered its employees no 
advice on their future careers. 


care of /'keər pv/ phrase (in an ad- 
dress) words to show that the person is 
living at the address, but only as a visitor 
O Herr Schmidt, care of Mr W. Brown 


caretaker /'keəterkə/ noun a person 
who looks after a building, making sure it 
is clean and that the rubbish is cleared 
away (a caretaker often lives on the 
premises) O Go and ask the caretaker to 
replace the light bulb. (NOTE: The US 
term is janitor.) 


cargo /'ka:gau/ noun a load of goods 
which are sent in a ship or plane, etc. 
the ship was taking on cargo it was be- 
ing loaded with goods o to load cargo to 
put cargo on a ship 

cargo plane /'ka:gau plein/ noun a 
plane which carries only cargo and not 
passengers (NOTE: The plural is car- 
goes.) 

cargo ship /'ka:goau f1p/ noun a ship 
which carries cargo, not passengers 
car-hire /'ka: hara/ noun the business 
of lending cars to people for a payment O 
He runs a car-hire business. 


car hire firm /'ka: hato ,f3:m/ noun a 
company which owns cars or equipment 
and lends them to customers for a pay- 
ment 


car insurance /'ka:r in,fuorons/ 
noun the insuring of a car, the driver and 
passengers in case of accident 


carnet /'kaine1/ noun an international 
document which allows dutiable goods to 
cross several European countries by road 
without paying duty until the goods reach 
their final destination 


car rental firm /,ka: 'rent(o)l ,f3:m/ 
noun a company which specialises in of- 
fering cars for rent 

carriage /'kzrid3/ noun 1. the trans- 
porting of goods from one place to anoth- 
er O to pay for carriage 2. the cost of 
transport of goods O to allow 10% for 
carriage O Carriage is 15% of the total 
cost. o carriage prepaid a note showing 
that the transport costs have been paid in 
advance 






































cash and carry 





carriage forward /,kerid3 'fo:wod/ 
noun a deal where the customer pays for 
transporting the goods 
carriage free /,kerid3 'fri:/ adverb 
the customer does not pay for the ship- 
ping 
carriage paid /,kerid3 'perd/ noun a 
deal where the seller has paid for the ship- 
ping 
carrier /'kæriə/ noun 1. a company 
which transports goods O We only use 
reputable carriers. 2. a vehicle or ship 
which transports goods 
carrier’s risk /,kerioz 'risk/ noun the 
responsibility of a carrier to pay for dam- 
age or loss of goods being shipped 
carry /‘keri/ verb 1. to take from one 
place to another O a tanker carrying oil 
from the Gulf O The truck was carrying 
goods to the supermarket. (NOTE: carries 
— carrying — carried) 2. to vote to ap- 
prove (NOTE: carries — carrying — car- 
ried) o the motion was carried the mo- 
tion was accepted after a vote 3. to pro- 
duce O The bonds carry interest at 10%. 
(NOTE: carries — carrying — carried) 4. 
to keep in stock O to carry a line of goods 
O We do not carry pens. (NOTE: carries — 
carrying — carried) ™ noun the cost of 
borrowing to finance a deal (NOTE: car- 
ries — carrying — carried) 
carry down, carry forward phrasal 
verb to take an account balance at the 
end of the current period as the starting 
point for the next period o balance car- 
ried forward, balance c or f the 
amount entered in an account at the end 
of a period or page of an account book 
to balance the debit and credit entries; it 
is then taken forward to start the next 
period or page 
carry on phrasal verb to continue or to 
go on doing something O The staff car- 
ried on working in spite of the fire. 0 to 
carry on a business to be active in run- 
ning a business 
carry over phrasal verb 1. o to carry 
over a balance to take a balance from 
the end of one page or period to the be- 
ginning of the next 2. o to carry over 
stock to hold stock from the end of one 
stocktaking period to the beginning of 
the next 
carrying /'keritn/ noun transporting 
from one place to another O carrying 
charges O carrying cost 






























































cartage /‘ka:tid3/ noun the activity of 
carrying goods by road 
cartel /ka:'tel/ noun a group of compa- 
nies which try to fix the price or to regu- 
late the supply of a product so that they 
can make more profit 
carter /'ka:to/ noun a person who trans- 
ports goods by road 
carton /'ka:t(a)n/ noun 1. thick card- 
board © a folder made of carton 2. a box 
made of cardboard O a carton of milk 
case /keis/ noun 1. a typical example of 
something O The company has had sever- 
al cases of petty theft in the post room. 2. 
reasons for doing something O The nego- 
tiations put the union’s case for a pay 
rise. 3. o the case is being heard next 
week the case is coming to court next 
week m verb to pack (items) in a case 
case study /'kets ,stadi/ noun a true 
or invented business situation used in 
business training to practise decision- 
making O The marketing case study con- 
sisted of a long history of the company, 
the present situation and a choice of stra- 
tegic plans. O The case study was about 
territory-planning in a city in which there 
were a number of accounts of varying im- 
portance. 
cash /kæf/ noun 1. money in the form 
of coins or notes 2. the using of money in 
coins or notes o to pay cash down to pay 
in cash immediately m verb o to cash a 
cheque to exchange a cheque for cash 
cash in phrasal verb to sell shares or 
other property for cash 
cash in on phrasal verb to profit from 
O The company is cashing in on the in- 
terest in computer games. 
cash up phrasal verb to add up the 
cash in a shop at the end of the day 
cashable /'kæfəb(ə)l/ adjective able to 
be cashed O A crossed cheque is not cash- 
able at any bank. 
cash account /'kæf a,kaunt/ noun an 
account which records the money which 
is received and spent 
cash advance /,kzf ad'va:ns/ nouna 
loan in cash against a future payment 
cash and carry /,keJ ən 'kæri/ noun 
a large store selling goods at low prices, 
where the customer pays cash and takes 
the goods away immediately O We get our 
supplies every morning from the cash and 
carry. 






































cashback 





“...the small independent retailer who 
stocks up using cash and carries could be 
hit hard by the loss of footfall associated 
with any increase in smuggled goods’ 
[The Grocer] 
cashback /'kæfbæk/ noun a discount 
system where a purchaser receives a cash 
discount on the completion of the pur- 
chase 


cash balance /'kæf ,belans/ noun a 
balance in cash, as opposed to amounts 
owed 


cash basis /'kæf ,betsis/ noun a 
method of preparing the accounts of a 
business, where receipts and payments 
are shown at the time when they are 
made, as opposed to showing debts or 
credits which are outstanding at the end of 
the accounting period. Also called re- 
ceipts and payments basis 

cash book /'kæf buk/ noun a book in 
which all cash payments and receipts are 
recorded. In a double-entry bookkeeping 
system, the balance at the end of a given 
period is included in the trial balance and 
then transferred to the balance sheet it- 
self. 

cash box /'kæf boks/ noun metal box 
for keeping cash 

cash budget /'kæf ,bad3it/ noun a 
plan of cash income and expenditure 
cash card /'kæf ka:d/ noun a plastic 
card used to obtain money from a cash 
dispenser 

cash cow /'kæf kau/ noun a product or 
subsidiary company that consistently 
generates good profits but does not pro- 
vide growth 

cash deal /,kzJ 'di:l/ noun a sale done 
for cash 

cash desk /'kæf desk/ noun the place 
in a store where you pay for the goods 
bought 

cash discount /kæf 'diskaunt/ noun 
a discount given for payment in cash. 
Also called discount for cash 

cash dispenser /'kæf di,spenso/ 
noun a machine which gives out money 
when a special card is inserted and in- 
structions given 

cash economy /,kzf 1'konəmi/ noun 
a black economy, where goods and serv- 
ices are paid for in cash, and therefore not 
declared for tax 


cash float /'kæf flout/ noun cash put 
into the cash box at the beginning of the 
day or week to allow change to be given 
to customers 

cash flow /'kæf flau/ noun cash which 
comes into a company from sales (cash 
inflow) or the money which goes out in 
purchases or overhead expenditure (cash 
outflow) o the company is suffering 
from cash flow problems cash income is 
not coming in fast enough to pay the ex- 
penditure going out 

cash flow forecast /'kæf flou 
forkarst/ noun a forecast of when cash 
will be received or paid out 

cash flow statement /'kæf flou 
,Stertmont/ noun a record of a compa- 
ny’s cash inflows and cash outflows over 
a specific period of time, typically a year 
cashier /kæ'f1ə/ noun 1. a person who 
takes money from customers in a shop or 
who deals with the money that has been 
paid 2. a person who deals with custom- 
ers in a bank and takes or gives cash at the 
counter 

cashier’s check /kz ,ftoz 't fek/ noun 
US a bank’s own cheque, drawn on itself 
and signed by a cashier or other bank of- 
ficial 

cash in hand /,ke/f ın ‘hend/ noun 
money and notes, kept to pay small 
amounts but not deposited in the bank 
cash items /'kæf ,attomz/ plural noun 
goods sold for cash 

cashless society /,kæfləs sa'saroti/ 
nouna society where no one uses cash, all 
purchases being made by credit cards, 
charge cards, cheques or direct transfer 
from one account to another 

cash limit /kæf 'lımıt/ noun a fixed 
amount of money which can be spent dur- 
ing some period 

cash offer /'kæf ,ofa/ noun an offer to 
pay in cash, especially an offer to pay 
cash when buying shares in a takeover bid 
cash on delivery /,keJ on di'liv(a)ri/ 
noun payment in cash when goods are de- 
livered. Abbreviation COD 

cash payment /'kæf ,permont/ noun 
payment in cash 

cashpoint /'kzJ,pomt/ noun a place 
where there are cash dispensers where a 
card holder can get cash by using his cash 
card 














caveat emptor 





cash position /'kæf pa,z1J(9)n/ noun 
a state of the cash which a company cur- 
rently has available 


cash price /'kæf prats/ noun a lower 
price or better terms which apply if the 
customer pays cash 

cash purchase /'kz J ,p3:tfis/ noun a 
purchase made for cash 


cash register /'kæf ,red31sto/ noun a 
machine which shows and adds the prices 
of items bought, with a drawer for keep- 
ing the cash received 


cash reserves /'kæf r1,z3:vz/ plural 
nouna company’s reserves in cash depos- 
its or bills kept in case of urgent need O 
The company was forced to fall back on 
its cash reserves. 


cash sale /'kæf serl/ noun a transac- 
tion paid for in cash 
cash-strapped /'kef strept/ adjec- 
tive short of money 


cash terms /'kæf t3:mz/ plural noun 
lower terms which apply if the customer 
pays cash 

cash till /‘keJ t1l/ noun same as cash 
register 

cash transaction /'kæf træn 
,zekJan/ noun a transaction paid for in 
cash 

cash voucher /'kæf ,vautfa/ noun a 
piece of paper which can be exchanged 
for cash O With every £20 of purchases, 
the customer gets a cash voucher to the 
value of £2. 


cash with order /,kef wð 'o:do/ 
noun terms of sale showing the payment 
has to be made in cash when the order is 
placed. Abbreviation CWO 


casting vote /,ka:stm 'vaut/ noun a 
vote used by the chairman in the case 
where the votes for and against a proposal 
are equal O The chairman has the casting 
vote. O She used her casting vote to block 
the motion. 


casual /'kæ3uəl/ adjective 1. informal 
or not serious 2. not permanent, or not 
regular 

casual labour /,kz3ual 'letba/ noun 
workers who are hired for a short period 
casual labourer /,ke3ual 'lerbərə/ 
noun a worker who can be hired for a 
short period 


casual work /'kæ3uəl w3:k/ noun 
work where the employees are hired only 
for a short period 
casual worker /,kz3u0l 'w3:ka/ noun 
an employee who can be hired for a short 
period 
catalogue /'kæt(ə)log/ noun a publi- 
cation which lists items for sale, usually 
showing their prices O an office equip- 
ment catalogue O They sent us a cata- 
logue of their new range of products. W 
verb to put an item into a catalogue 
(NOTE: [all senses] The usual US spell- 
ing is catalog.) 
catalogue price /'kæt(ə)log prats/ 
noun a price as marked in a catalogue or 
list 
category /'kætıg(ə)ri/ noun a type or 
sort of item O We deal only in the most ex- 
pensive categories of watches. O The 
company has vacancies for most catego- 
ries of office staff. 
cater for phrasal verb to deal with or 
provide for O The store caters mainly 
for overseas customers. 
caterer /'kertərə/ noun a person or 
company that supplies food and drink, es- 
pecially for parties 
catering /'kertərıy/ noun the activity 
of supplying food and drink for a party etc 
m adjective o catering for which pro- 
vides for O a store catering for overseas 
visitors 
catering trade /‘kertorin trerd/ noun 
the food trade, especially businesses sup- 
plying food that is ready to eat 
cause /k9:z/ noun a thing which makes 
something happen O What was the cause 
of the bank’s collapse? O The police tried 
to find the cause of the fire. ™ verb to 
make something happen O The recession 
caused hundreds of bankruptcies. 
caveat /'kæviæt/ noun warning o to 
enter a caveat to warn someone legally 
that you have an interest in a case, and 
that no steps can be taken without your 
permission 
caveat emptor /,keviet ‘empto:/ 
phrase a Latin phrase meaning ‘let the 
buyer beware’, which indicates that the 
buyer is responsible for checking that 
what he or she buys is in good order 
“...the idea that buyers at a car boot sale 
should have any rights at all is laughable. 
Even those who do not understand Latin 


























caveat venditor 





know that caveat emptor is the rule’ 

[Times] 
caveat venditor / keviet ven'di:to:/ 
phrase a Latin phrase meaning ‘let the 
seller beware’, which indicates that the 
seller is legally bound to make sure that 
the goods he sells are in good order 
CB abbr cash book 
CBI abbr Confederation of British Indus- 
try 
CC a way of including other parties in an 
e-mail conversation even if the message is 
not addressed to them directly. Cc is a 
convention carried through from tradi- 
tional business practices when carbon 
copies were kept of typewritten letters 
sent to customers or suppliers. (NOTE: CC 
is put at the bottom of a letter, under the 
signature, to show who has been sent a 
copy of it) 
CCA abbr current cost accounting 
CD abbr certificate of deposit 
c/d abbr carried down 
cede /si:d/ verb to give up property to 
someone else 
ceiling /'si:l1y/ noun the highest point 
that something can reach, e.g. the highest 
rate of a pay increase O to fix a ceiling for 
a budget O There is a ceiling of $100,000 
on deposits. O Output reached its ceiling 
in June and has since fallen back. O What 
ceiling has the government put on wage 
increases this year? 
ceiling price /'si:l1n prats/ noun the 
highest price that can be reached 
cellular telephone /'seljula 
'telifoun/, cell telephone /'sel 
'telıifəun/ noun a telephone which can be 
carried around O Jf I’m not in the office 
for some reason you can always reach me 
on my cellular telephone. (NOTE: The UK 
term is mobile phone.) 
cent /sent/ noun a small coin, one hun- 
dredth of a dollar O The stores are only a 
25-cent bus ride away. O They sell orang- 
es at 99 cents each. (NOTE: Cent is usual- 
ly written ¢ in prices: 25¢, but not when 
a dollar price is mentioned: $1.25.) m 
per cent 
centimetre /'sentımi:tə/ noun a meas- 
urement of length (one hundredth of a 
metre) O The paper is fifteen centimetres 
wide. (NOTE: centimetre is usually writ- 
ten cm after numbers: 260 cm. The usu- 
al US spelling is centimeter.) 


central /'sentral/ adjective organised 
from one main point 

central bank /'sentral benk/ noun the 
main government-controlled bank in a 
country, which controls that country’s fi- 
nancial affairs by fixing main interest 
rates, issuing currency, supervising the 
commercial banks and trying to control 
the foreign exchange rate 

central government /,sentrəl 
‘gav(a)nmont/ noun the main govern- 
ment of a country as opposed to munici- 
pal, local, provincial or state governments 
centralisation /,sentrolat'ze1J(9)n/, 
centralization noun the organisation of 
everything from a central point 
centralise /'sentrolaiz/, centralize 
verb to organise from a central point O All 
purchasing has been centralised in our 
main office. O The group benefits from a 
highly centralised organisational struc- 
ture. O The company has become very 
centralised, and far more staff work at 
headquarters. 

central office /,sentral 'pf1s/ noun the 
main office which controls all smaller of- 
fices 

central planning /,sentral 'plenr/ 
noun also called state planning 
central purchasing = /,sentral 
‘psit fismy/ noun purchasing organised by 
a central office for all branches of a com- 
pany 

centre /'sento/ noun 1. an important 
town O Sheffield is a major industrial 
centre. O Nottingham is the centre for the 
shoe industry. 2. a department, area, or 
function to which costs and/or revenues 
are charged (NOTE: [all senses] The US 
spelling is center.) 

centre of excellence /,sentor ov 
‘eksolons/ noun an organisation which is 
recognised as being successful and hav- 
ing a world-wide reputation in its field, 
and so receives special funding 

CEO abbr chief executive officer 
certain /'ss:t(a)n/ adjective 1. sure O 
The chairman is certain we will pass last 
year’s total sales. 2. o a certain one par- 
ticular o a certain number, a certain 
quantity some O A certain number of 
lines are being discontinued. 
certificate /sa'tiftkot/ noun 1. an offi- 
cial document carrying an official decla- 
ration by someone, and signed by that 
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person 2. an official document which 
shows that something is owned by some- 
one or that something is true 
certificated bankrupt /so,tifikertid 
‘benkrapt/ noun a bankrupt who has 
been discharged from bankruptcy with a 
certificate to show that he or she was not 
at fault 


certificate of airworthiness /so 
,tifikat av 'eaw3:dinas/ noun a docu- 
ment to show that an aircraft is safe to fly 


certificate of approval /sə,tıfrkəot 
av o'prurv(9)I/ noun a document show- 
ing that an item has been approved offi- 
cially 
certificate of deposit /sa'trftkat ov 
di'ppzit/ noun a document from a bank 
showing that money has been deposited at 
a guaranteed interest rate for a certain pe- 
riod of time. Abbreviation CD 
“...interest rates on certificates of deposit 
may have little room to decline in August 
as demand for funds from major city banks 
is likely to remain strong. After delaying 
for months, banks are now expected to is- 
sue a large volume of CDs. If banks issue 
more CDs on the assumption that the offi- 
cial discount rate reduction will be de- 
layed, it is very likely that CD rates will be 
pegged for a longer period than expected’ 
[Nikkei Weekly] 
COMMENT: A CD is a bearer instrument, 
which can be sold by the bearer. It can 
be sold at a discount to the value, so that 
the yield on CDs varies. 
certificate of incorporation /sə 
jtiftket ov m,korpsa'rerf(9)n/ noun a 
document issued by Companies House to 
show that a company has been legally set 
up and officially registered 
certificate of origin /sa,tifikot ov 
‘prid3in/ noun a document showing 
where imported goods come from or were 
made 
certificate of registration /so 
jtiftket əv ,red3r'strerf(a)n/ noun a 
document showing that an item has been 
registered 
certification /so,trfi'ke1f(o)n/ noun 
the act of giving an official certificate of 
approval 
certified accountant /,ss:tifaid ə 
‘kauntont/ noun an accountant who has 
passed the professional examinations and 
is a member of the Chartered Association 
of Certified Accountants 


certified cheque /,ss:tifaid 'tfek/, 
certified check noun a cheque which a 
bank says is good and will be paid out of 
money put aside from the payer’s bank 
account 
certified copy /,ss:tifaid 'kopi/ noun 
a document which is certified as being the 
same as another 
certified public accountant 
/ssitifaid ,pablik o'kauntont/ noun 
US an accountant who has passed the ex- 
aminations of the AICPA and been given 
a certificate by a state, allowing him or 
her to practise in that state. Abbreviation 
CPA 
certify /'ss:tifat/ verb to make an offi- 
cial declaration in writing O / certify that 
this is a true copy. O The document is cer- 
tified as a true copy. (NOTE: certifies — 
certifying — certified) 
cession /'sef(9)n/ noun the act of giv- 
ing up property to someone, especially a 
creditor 
c/f abbr carried forward 
CFO abbr chief financial officer 
CGT abbr capital gains tax 
chain /tfetm/ noun a series of stores or 
other businesses belonging to the same 
company O a chain of hotels or a hotel 
chain © the chairman of a large do-it- 
yourself chain O He runs a chain of shoe 
shops. O She bought several garden cen- 
tres and gradually built up a chain. 
“_..the giant US group is better known for 
its chain of cinemas and hotels rather than 
its involvement in shipping’ [Lloyd’s List] 
chain store /'tfemn sto:/ noun one 
store in a chain 
chair /tfeə/ noun the position of the 
chairman, presiding over a meeting O to 
be in the chair O Mr Smith was in the 
chair. O Mrs Brown was voted into the 
chair. Mr Jones took the chair Mr 
Jones presided over the meeting o to ad- 
dress the chair to speak to the chairman 
and not to the rest of the people at the 
meeting O Please address your remarks 
to the chair. ™@ verb to preside over a 
meeting O The meeting was chaired by 
Mrs Smith. 
chairman /'t feamon/ noun 1. a person 
who is in charge of a meeting O Mr 
Howard was chairman or acted as chair- 
man 2. a person who presides over the 
board meetings of acompany O the chair- 
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man of the board or the company chair- 
man o the chairman’s report, the chair- 
man’s statement an annual report from 
the chairman of a company to the share- 
holders 
“...the corporation’ s entrepreneurial chair- 
man seeks a dedicated but part-time presi- 
dent. The new president will work a three- 
day week’ [Globe and Mail (Toronto)] 
chairman and managing director 
/tfeamon ən ,mænıdzıy dar'rekto/ 
noun a managing director who is also 
chairman of the board of directors 
chairmanship /'tfeəmənfıp/ noun 
the fact of being a chairman O The com- 
mittee met under the chairmanship of Mr 
Jones. 
chairperson /'tfeəps:s(ə)n/ noun a 
person who is in charge of a meeting 
(NOTE: The plural is chairpersons.) 
chairwoman /'tfeəwumən/ noun a 
woman who is in charge of a meeting 
(NOTE: The plural is chairwomen.) 
Chamber of Commerce /,tfemmbor 
əv 'koms:s/ noun a group of local busi- 
ness people who meet to discuss prob- 
lems which they have in common and to 
promote commerce in their town 
chambers /'t feımbəz/ plural noun of- 
fice of a lawyer or judge o the judge 
heard the case in chambers he heard the 
case in his private office, and not in court 
chance /tfa:ns/ noun 1. the fact of be- 
ing possible O The company has a good 
chance of winning the contract. O His 
promotion chances are small. 2. the op- 
portunity to do something O She is wait- 
ing for a chance to see the managing di- 
rector. O He had his chance of promotion 
when the finance director’s assistant re- 
signed. (NOTE: You have a chance of do- 
ing something or to do something.) 
Chancellor of the Exchequer 
/tfa:nsələr ov ði: tks'tfeka/ noun the 
chief finance minister in a government 
(NOTE: The US term is Secretary of the 
Treasury.) 
chandler /'tfaindlo/ noun a person 
who deals in goods, especially supplies to 
ships O There is a ship chandler’s near 
the yacht club. 
chandlery /'tfa:ndlari/ noun a chan- 
dler’s shop 
change /tfeind3/ noun 1. money in 
coins or small notes. » exchange o to 






































give someone change for £10 to give 
someone coins or notes in exchange for a 
ten pound note 2. money given back by 
the seller, when the buyer can pay only 
with a larger note or coin than the amount 
asked O She gave me the wrong change. O 
You paid the £5.75 bill with a £10 note, so 
you should have £4.25 change. o keep 
the change keep it as a tip (said to e.g. 
waiters, taxi-drivers) 3. an alteration of 
the way something is done or of the way 
work is carried out m verb 1. o to change 
a £20 note to give someone smaller notes 
or coins in place of a £20 note 2. to give 
one type of currency for another O to 
change £1,000 into dollars O We want to 
change some traveller’s cheques. 3. 0 to 
change hands (of a business, property, 
etc.) to be sold to a new owner O The shop 
changed hands for £100,000. 

change machine /'tfemnd3 mo, fi:n/ 
noun a machine which gives small 
change for a note or larger coin 

change management /,tfemnd3 
'meenid3mont/ noun the control and or- 
ganisation of the changes that take place 
within a business during a period when it 
is adapting itself to deal with new situa- 
tions 

change of ownership /,tfemnd3 ov 
‘gunaf1p/ noun (of a business) the proc- 
ess of being sold to a new owner O The 
change of ownership has had an effect on 
staff morale. 


changer /'tfeind39/ noun a person 
who changes money 


channel /'tfzen(a)l/ noun a means by 
which information or goods pass from 
one place to another o to go through the 
official channels to deal with govern- 
ment officials, especially when making a 
request m verb to send in some direction 
O They are channelling their research 


















































funds into developing European commu- 


nication systems. (NOTE: channelling — 
channelled. The US spelling is chan- 
neling — channeled.) 
channel of distribution /tfæn(o)l 
av ,distri'bju:f(a)n/ noun same as dis- 
tribution channel 
chapter /'tfæptə/ noun US a section of 
an Act of Congress 

“...the company filed under Chapter 11 of 


the federal bankruptcy code, the largest 
failure ever in the steel industry’ [Fortune] 


chartered 





‘...the firm, whose trademark dates back 
to 1871, has been desperately trying to cut 
costs to compete with manufacturers in 
cheaper countries, but has also been hit by 
management problems. It said the filing 
for Chapter 11 protection should have lit- 
tle impact on customers and employees 
and would allow it to restructure’ [Times] 


Chapter 7 /tfæptə 'sevon/ noun a 
section of the US Bankruptcy Reform Act 
1978, which sets out the rules for the liq- 
uidation of an incorporated company 
Chapter 11 /tfæptə 'ten/ noun a sec- 
tion of the US Bankruptcy Reform Act 
1978, which allows a corporation to be 
protected from demands made by its cred- 
itors for a period of time, while it is reor- 
ganised with a view to paying its debts. 
The officers of the corporation will nego- 
tiate with its creditors as to the best way 
of reorganising the business. 


Chapter 13 /,tJzpto Os:r'timn/ noun a 
section of the Bankruptcy Reform Act 
1978, which allows a business to continue 
trading and to pay off its creditors by reg- 
ular monthly payments over a period of 
time 

charge /tfa:d3/ noun 1. money which 
must be paid, or the price of a service O to 
make no charge for delivery O to make a 
small charge for rental O There is no 
charge for this service or No charge is 
made for this service. 2. a debit on an ac- 
count O It appears as a charge on the ac- 
counts. 3. management or control o to be 
in charge of something to be the manag- 
er or to deal with something O She is in 
charge of all our HR documentation. o to 
take charge of something to start to deal 
with something or to become responsible 
for something O When the manager was 
ill, his deputy took charge of the depart- 
ment. 4. a formal accusation in a court O 
He appeared in court on a charge of em- 
bezzling or on an embezzlement charge. W 
verb 1. to ask someone to pay for services 
later o to charge the packing to the cus- 
tomer, to charge the customer with the 
packing the customer has to pay for pack- 
ing 2. to ask for money to be paid O to 
charge £5 for delivery O How much does 
he charge? n he charges £16 an hour he 
asks to be paid £16 for an hour’s work 3. 
to pay for something by putting it on a 
charge account O Can you charge the 
meal to my room? O I want to charge 


















































these purchases to the company account. 
4. to accuse someone formally of having 
committed a crime O He was charged 
with embezzling his clients’ money. 
chargeable /'tfa:d3ab(a)l/ adjective 
able to be charged O repairs chargeable 
to the occupier 


charge account /'tfa:d3 9,kaunt/ 
noun an arrangement which a customer 
has with a store to buy goods and to pay 
for them at a later date, usually when the 
invoice is sent at the end of the month 
(NOTE: The customer will make regular 
monthly payments into the account and 
is allowed credit of a multiple of those 
payments.) 

charge by way of legal mortgage 
/tfardz bar wer ov ,litg(a)l 'morgid3/ 
noun a way of borrowing money on the 
security of a property, where the mortga- 
gor signs a deed which gives the mortga- 
gee an interest in the property 

charge card /'tfa:d3 ka:d/ noun a 
type of credit card for which a fee is pay- 
able, but which does not allow the user to 
take out a loan, e.g. American Express. 
The total sum must be charged at the end 
of each month. 

chargee /t fa:'d3i:/ noun a person who 
has the right to force a debtor to pay 
chargehand /'tfaidzhænd/ noun a 
senior operator in a group of workers un- 
der a foreman who has responsibility for 
seeing that day-to-day problems are 
solved 

charges forward /,t fa:d31z 'forwad/ 
noun charges which will be paid by the 
customer 

chart /tfa:t/ noun a diagram displaying 
information as a series of lines, blocks, 
etc. 

charter /'tfa:ta/ noun 1. a document 
giving special legal rights to a group O a 
shoppers’ charter or a customers’ charter 
2. the action or business of hiring trans- 
port for a special purpose o boat on char- 
ter to Mr Smith a boat which Mr Smith 
has hired for a voyage m verb to hire for a 
special purpose O to charter a plane or a 
boat or a bus 

chartered /'tfa:təd/ adjective 1. refer- 
ring to a company which has been set up 
by charter, and not registered under the 
Companies Act O a chartered bank 2. 0 a 
chartered ship or bus or plane a ship, 
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bus or plane which has been hired for a 
special purpose 

chartered accountant /,tfa:ted ə 
‘kauntont/ noun an accountant who has 
passed the professional examinations and 
is a member of the Institute of Chartered 
Accountants. Abbreviation CA 
charterer /'tfa:tora/ noun a person 
who hires a ship etc. for a special purpose 
chartering /'t fa:tor1/ noun the act of 
hiring for a special purpose 

charter party /'tfa:to ,par:ti/ noun a 
contract between the owner and the char- 
terer of a ship 

chartist /'tfa:tist/ noun a person who 
studies stock market trends and forecasts 
future rises or falls 


chase /tfeis/ verb to try to speed up 
work by asking how it is progressing O 
We are trying to chase up the accounts de- 
partment for the cheque. O We will chase 
your order with the production depart- 
ment. 

chaser /'t fersə/ noun a letter to remind 
someone of something (especially to re- 
mind a customer that an invoice has not 
been paid) O The computer automatically 
sends chasers after sixty days to custom- 
ers who have not paid. 

chattels /'t fæt(ə)lz/ plural noun goods, 
moveable property but not real estate 
cheap /tfi:p/ adjective, adverb not 
costing a lot of money or not expensive 
to buy something cheap at a low price O 
He bought two companies cheap and sold 
them again at a profit. o they work out 
cheaper by the box these items are 
cheaper per unit if you buy a box of them 
cheap labour /\tfizp ‘letbo/ noun 
workers who do not earn much money 
cheaply /'tfi:pli/ adverb without pay- 
ing much money O The salesman was liv- 
ing cheaply at home and claiming an 
enormous hotel bill on expenses. 

cheap money /tfizp 'mani/ noun 
money which can be borrowed at a low 
rate of interest 

cheapness /'t fi:pnas/ noun the fact of 
being cheap O The cheapness of the 
pound means that many more tourists will 
come to London. 

cheap rate /'tfi:p rert/ noun a rate 
which is not expensive O Cheap rate 
phone calls start at 8 p.m. 
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cheat /tfi:t/ verb to trick someone so 
that he or she loses money O He cheated 
the Inland Revenue out of thousands of 
pounds. O She was accused of cheating 
clients who came to ask her for advice. 
check /t fek/ noun 1. a sudden stop o to 
put a check on imports to stop some im- 
ports coming into a country 2. investiga- 
tion or examination O a routine check of 
the fire equipment O The auditors carried 
out checks on the petty cash book. 3. US 
(in a restaurant) a bill 4. US same as 
cheque 5. US a mark on paper to show 
that something is correct O Make a check 
in the box marked ‘R’. (NOTE: The UK 
term is tick.) m verb 1. to stop or delay 
something O to check the entry of contra- 
band into the country O to check the flow 
of money out of a country 2. to examine or 
to investigate something O to check that 
an invoice is correct O to check and sign 
she checked the computer 
printout against the invoices she exam- 
ined the printout and the invoices to see if 
the figures were the same 3. US to mark 
something with a sign to show that it is 
correct O check the box marked ‘R’ 
(NOTE: The UK term is tick.) 
check in phrasal verb 1. (at a hotel) to 
arrive at a hotel and sign for aroom O he 
checked in at 12.15 2. (at an airport) to 
give in your ticket to show you are ready 
to take the flight 3. o to check baggage 
in to pass your baggage to the airline to 
put it on the plane for you 
check out phrasal verb 1. (at a hotel) 
to leave and pay for a room O We will 
check out before breakfast. 2. to go 
through a checkout and pay for the 
goods bought 
checkbook /'t fekbuk/ noun US spell- 
ing of cheque book 
check-in /'tfek m/ noun a place where 
passengers give in their tickets for a flight 
O The check-in is on the first floor. 
check-in counter /'tfek ın ,kaunto/ 
noun a place where plane passengers 
have to check in 
checking /'tfekin/ noun an examina- 
tion or investigation O The inspectors 






































found some defects during their checking 


of the building. 

checking account /'tfekin 9,kaunt/ 
noun US same as current account 1 
check-in time /'tfek ın ,tarm/ noun a 
time at which passengers should check in 


Chinese walls 





checklist /‘tfeklist/ noun a list of 
points which have to be checked before 
something can be regarded as finished, or 
as part of a procedure for evaluating 
something 

checkoff /'tfekof/ noun US a system 
where union dues are automatically de- 
ducted by the employer from an employ- 
ee’s pay cheque O Checkoffs are seen by 
most employees as worthwhile as long as 
their interests are well represented by the 
union. O After checkoffs and tax deduc- 
tions the employees’ pay had been re- 
duced by one third. 

checkout /'tfekaut/ noun the place 
where goods are paid for in a shop or su- 
permarket O We have opened two more 
checkouts to cope with the Saturday rush. 
check sample /'tfek ,sa:mp(oa)l/ 
noun a sample to be used to see if a con- 
signment is acceptable 

cheque /tfek/ noun a note to a bank 
asking them to pay money from your ac- 
count to the account of the person whose 
name is written on the note O a cheque for 
£10 or a £10 cheque (NOTE: The US 
spelling is check.) o cheque to the bear- 
er a cheque with no name written on it, so 
that the person who holds it can cash it 
to endorse a cheque to sign a cheque on 
the back to show that you accept it o to 
make out a cheque to someone to write 
someone’s name on a cheque O Who shall 
I make the cheque out to? o to pay by 
cheque to pay by writing a cheque, and 
not using cash or a credit card o to pay a 
cheque into your account to deposit a 
cheque o the bank referred the cheque 
to the drawer the bank returned the 
cheque to the person who wrote it because 
there was not enough money in the ac- 
count to pay it o to sign a cheque to sign 
on the front of a cheque to show that you 
authorise the bank to pay the money from 
your account o to stop a cheque to ask a 
bank not to pay a cheque which has been 
signed and sent 

cheque account /'tfek 9,kaunt/ 
noun same as Current account 
cheque book /'tfek buk/ noun a 
booklet with new blank cheques (NOTE: 
The usual US term is checkbook.) 
cheque card /'tfek ka:d/, cheque 
guarantee card /,tfek gzron'ti: ka:d/ 
noun a plastic card from a bank which 
guarantees payment of a cheque up to 


































































































some amount, even if the user has no 
money in his account 

cheque requisition /'tSek 
ekwizif(a)n/ noun an official note 
from a department to the company ac- 
counts staff asking for a cheque to be 
written 

cheque stub /'t fek stab/ noun a piece 
of paper left in a cheque book after a 
cheque has been written and taken out 
cherry-picking /'tferi ,prkm/ noun 
the practice of choosing only the best or 
most valuable items from among a group 
chief /t fi:f/ adjective most important O 
He is the chief accountant of an industrial 
group. O She is the chief buyer for a de- 
partment store. 

chief executive /tfi:f 1g'zekjutrv/, 
chief executive officer /tfi:f 1g 
'zekjutiv ,ofiso/ noun US the most im- 
portant director in charge of a company. 
Abbreviation CEO 

chief financial officer /,tfi:f far 
'nænfəl ,pfiso/ noun an executive in 
charge of a company’s financial opera- 
tions, reporting to the CEO. Abbreviation 
CFO 

chief information officer /t fi:f ,1nfo 
smeif(a)n 'ofrsə/ noun the most senior 
person with responsibility for an organi- 
sation’s information systems and some- 
times also for its e-business technology. 
Abbreviation ClO 

chief operating officer /tJi:f 
‘pporeitin ,pfisa/ noun a director in 
charge of all a company’s operations 
(same as a ‘managing director’). Abbrevi- 
ation COO 

Chief Secretary to the Treasury 
/tfirf ,sekrotri tə 0a 'tre3(a)ri/ noun a 
government minister responsible to the 
Chancellor of the Exchequer for the con- 
trol of public expenditure (NOTE: In the 
USA, this is the responsibility of the Di- 
rector of the Budget.) 

chief technology officer /tfi:f tek 
wnvlod3i 'pfiso/, chief technical officer 
/tfirf ,jteknik(a)l 'ofısə/ noun the most 
senior person with responsibility for an 
organisation’s research and development 
activities and sometimes for its new prod- 
uct plans. Abbreviation CTO 

Chinese walls /,t fami:z 'wo:lz/ plu- 
ral noun imaginary barriers between de- 
partments in the same organisation, set up 


chit 





to avoid insider dealing or conflict of in- 
terest. For example, if a merchant bank is 
advising on a planned takeover bid, its in- 
vestment department should not know 
that the bid is taking place, or they would 
advise their clients to invest in the compa- 
ny being taken over. 


chit /tJit/ noun a bill (for food or drink 
in a club) 

choice /tfo1s/ noun 1. a thing which is 
chosen O You must give the customer time 
to make their choice. 2. a range of items 
to choose from O We have only a limited 
choice of suppliers. o the shop carries a 
good choice of paper the shop carries 
many types of paper to choose from E ad- 
jective (of food) specially selected O 
choice meat O choice wines O choice 


foodstuffs 


choose /tfu:z/ verb to decide to do a 
particular thing or to buy a particular item 
(as opposed to something else) O There 
were several good candidates to choose 
from. O They chose the only woman appli- 
cant as sales director. O You must give the 
customers plenty of time to choose. 
(NOTE: choosing — chose — has cho- 
sen) 


chop /t fop/ noun a mark made on a doc- 
ument to show that it has been agreed, ac- 
knowledged, paid, or that payment has 
been received 


Christmas bonus /,krismos 
'bəunəs/ noun an extra payment made to 
staff at Christmas 


chronological order 
/,kronalod3i1k(9)l 'o:da/ noun the ar- 
rangement of records such as files and in- 
voices in order of their dates 


churn /tfs:n/ verb 1. to be in a situation 
where many employees stay for only a 
short time and then leave and have to be 
replaced 2. to buy many different prod- 
ucts or services one after the other with- 
out showing loyalty to any of them (NOTE: 
Churning often happens when compa- 
nies have competitive marketing strate- 
gies and continually undercut their ri- 
vals’ prices. This encourages customers 
to switch brands constantly in order to 
take advantage of cheaper or more at- 
tractive offers.) 

churning /'tf{3inm/ noun 1. a practice 
employed by stockbrokers, where they 
buy and sell on aclient’s discretionary ac- 














count in order to earn their commission. 
The deals are frequently of no advantage 
to the client. 2. a practice employed by in- 
surance salesmen where the salesman 
suggests that a client should change his or 
her insurance policy solely in order to 
earn the salesman a commission 
t...more small investors lose money 
through churning than almost any other 
abuse, yet most people have never heard of 
it. Churning involves brokers generating 
income simply by buying and selling in- 
vestments on behalf of their clients. Con- 
stant and needless churning earns them 
hefty commissions which bites into the in- 
vestment portfolio’ [Guardian] 
churn rate /'tfa:n rert/ noun 1. a 
measurement of how often new custom- 
ers try a product or service and then stop 
using it 2. a measurement of how many 
stocks and bonds are traded in a broker- 
age account and how often they are traded 
CIF, c.i.f. abbr cost, insurance, and 
freight 
circular /'ss:kjulo/ adjective sent to 
many people m noun a leaflet or letter 
sent to many people O They sent out a cir- 
cular offering a 10% discount. O Senior 
management sent out a circular to all the 
employees explaining the changes in the 
payment scheme. 
circularise /'sa:kjuloraiz/, circular- 
ize verb to send a circular to O The com- 
mittee has agreed to circularise the mem- 
bers of the society. O They circularised all 
their customers with a new list of prices. 
circular letter /,ss:kjulo 'letə/ noun a 
letter sent to many people 
circular letter of credit /,ss:kjulo 
jletar ov 'kredit/ noun a letter of credit 
sent to all branches of the bank which is- 
sues it 
circulate /‘ss:kjulett/ verb 1. o to cir- 
culate freely (of money) to move about 
without restriction by the government 2. 
to send or to give out without restrictions 
to circulate money to issue money, to 
make money available to the public and 
industry 3. to send information to O They 
circulated a new list of prices to all their 
customers. O They circulated information 
about job vacancies to all colleges in the 
area. 
circulating capital /,ss:kjulertin 
'kæpıt(ə)l/ noun capital in the form of 
cash or debtors, raw materials, finished 
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products and work in progress which a 
company requires to carry on its business 
circulation /,ss:kju'letf(a)n/ noun 1. 
the act of sending information O The com- 
pany is trying to improve the circulation 
of information between departments. 2. 
movement o to put money into circula- 
tion to issue new notes to business and the 
public O The amount of money in circula- 
tion increased more than was expected. 3. 
the number of readers of a newspaper or 
magazine. It is audited and is not the same 
as ‘readership’. 

circulation battle /,ss:kju'lerf(o)n 
,bæt(ə)l/ noun a competition between 
two papers to try to sell more copies in the 
same market 


circulation of capital 
/,s3ikjuletf(a)n ov 'keprt(a)l/ noun a 
movement of capital from one investment 
to another 


Citizens Advice Bureau 
/,sttiz(a)nz od'vais ,bjuarau/ noun an 
office where people can go to get free ad- 
vice on legal and administrative prob- 
lems. Abbreviation CAB 


city /'stt1/ noun 1. a large town O The 
largest cities in Europe are linked by 
hourly flights. 2. o they say in the City 
that the company has been sold the 
London business world is saying that the 
company has been sold 3. the old centre 
of London, where banks and large compa- 
nies have their main offices; the British fi- 
nancial centre O he works in the City or he 
is in the City 

City desk /'sıti desk/ noun the depart- 
ment in a British newspaper which deals 
with business news 

City editor /'sıti ,edita/ noun the busi- 
ness and finance editor of a British news- 
paper 

City Panel on Takeovers and 
Mergers noun same as Takeover Pan- 
el 

civil /‘stv(0)l/ adjective referring to ordi- 
nary people 

civil action /,stv(o)l 'ekfan/ noun a 
court case brought by a person or a com- 
pany against someone who has done them 
wrong 

civil engineer /,stv(a)l end3r'nto/ 
noun a person who specializes in the con- 
struction of roads, bridges, railways, etc. 


























civil engineering /,stv(a)l end31 
‘niorin/ noun the construction of roads, 
bridges, railways, etc. 

civil law /,stv(9)l 'lo:/ noun laws relat- 
ing to people’s rights and to agreements 
between individuals 

civil servant /,siv(o)l 'ss:vant/ noun a 
person who works in the civil service 
civil service /,stv(o)l 'ss:vis/ noun the 
organisation and personnel which admin- 
ister a country O You have to pass an ex- 
amination to get a job in the civil service 
or to get a civil service job. 

claim /klerm/ noun 1. an act of asking 
for something that you feel you have a 
right to o the union put in a 6% wage 
claim the union asked for a 6% increase 
in wages for its members 2. an act of stat- 
ing that something is a fact O Her claim 
that she had been authorised to take the 
money was demonstrably false. 3. an act 
of asking for money from an insurance 
company when something you insured 
against has taken place o to put in a 
claim to ask the insurance company offi- 
cially to pay damages O to put in a claim 


























for repairs to the car O She put ina claim 
for £250,000 damages against the driver 














of the other car. o to settle a claim to 
agree to pay what is asked for O The in- 
surance company refused to settle his 
claim for storm damage. ™@ verb 1. to ask 
for money, especially from an insurance 
company O He claimed £100,000 damag- 
es against the cleaning firm. O She 
claimed for repairs to the car against her 
insurance policy. 2. to say that you have a 
right to something or that something is 
your property O She is claiming posses- 
sion of the house. O No one claimed the 
umbrella found in my office. 3. to state 
that something is a fact O He claims he 
never received the goods. O She claims 
that the shares are her property. 

claim back phrasal verb to ask for 

money to be paid back 
claimant /‘klermont/ noun a person 
who makes a claim against someone in 
the civil courts (NOTE: This term has now 
replaced plaintiff. The other side in a 
case is the defendant.) 
claim form /'klerm fo:m/ noun a form 
which has to be filled in when making an 
insurance claim 
claiming /‘klermip/ noun the act of 
making a claim 


claims department 





claims department /‘klermz dı 
,pa:tmont/ noun a department of an in- 
surance company which deals with claims 


claims manager /‘klermz ,mænıd3ə/ 
noun the manager of a claims department 


class /kla:s/ noun a category or group 
into which things are classified 

class action /kla:s 'ækfən/, class 
suit /kla:s 'surt/ noun US a legal action 
brought on behalf of a group of people 


classification / klæsıfr'kerf(ə)n/ 
noun arrangement into classes or catego- 
ries according to specific characteristics 
O the classification of employees by ages 
or skills O Jobs in this organisation fall 
into several classifications. 


classified advertisements 
/ klæsıfard od'v3itismonts/, classified 
ads /,kleesifaid 'ædz/ plural noun adver- 
tisements listed in a newspaper under spe- 
cial headings such as ‘property for sale’ 
or ‘jobs wanted’ O Look in the small ads 
to see if anyone has a filing cabinet for 
sale. 


classified directory /,klæsıfard dar 
'rekt(ə)ri/ noun a list of businesses 
grouped under various headings such as 
computer shops or newsagents 


classify /'klestfat/ verb to put into 
classes or categories according to specific 
characteristics (NOTE: classifies — clas- 
sifying — classified) 

clause /klo:z/ noun a section of a con- 
tract O There are ten clauses in the con- 
tract of employment. O There is a clause 
in this contract concerning the employ- 
er’s right to dismiss an employee. ™ verb 
to list details of the relevant parties to a 
bill of exchange 


claused bill of lading /,klo:zd bil əv 
‘lerdin/ noun a bill of lading stating that 
goods did not arrive on board in good 
condition 
claw back phrasal verb to take back 
money which has been allocated O In- 
come tax claws back 25% of pensions 
paid out by the government. © Of the 
£1m allocated to the project, the gov- 
ernment clawed back £100,000 in taxes. 


clawback /'klo:bak/ noun 1. money 
taken back, especially money taken back 
by the government from grants or tax con- 
cessions which had previously been made 
2. the allocation of new shares to existing 


shareholders, so as to maintain the value 
of their holdings 


clean /kli:n/ adjective with no problems 
or no record of offences 


clean bill of lading /,kliin bil ov 
‘lerdin/ noun a bill of lading with no note 
to say the shipment is faulty or damaged 


clean float /‘kli:n flaut/ noun an act of 
floating a currency freely on the interna- 
tional markets, without any interference 
from the government 


clear /klia/ adjective 1. easily under- 
stood O When the cheque bounced, it was 
a clear sign that the company was in trou- 
ble. O He made it clear that he wanted the 
manager to resign. O You will have to 
make it clear to the staff that productivity 
is falling. 2. (of a period of time) free, to- 
tal o three clear days three whole work- 
ing days O Allow three clear days for the 
cheque to be paid into your account. M 
verb 1. to sell something cheaply in order 
to get rid of stock O ‘Demonstration mod- 
els to clear’ 2. n to clear goods through 
customs to have all documentation 
passed by customs so that goods can enter 
or leave the country 3. o to clear 10%, 
$5,000 on the deal to make 10% or 
$5,000 clear profit o we cleared only our 
expenses the sales revenue only paid for 
the costs and expenses without making 
any profit 4. o to clear a cheque to pass 
a cheque through the banking system, so 
that the money is transferred from the 
payer’s account to another O the cheque 
took ten days to clear or the bank took ten 
days to clear the cheque 
clear off phrasal verb 
debt to pay all of a debt 
clearance /'klisrons/ noun 1. o to ef- 
fect customs clearance to clear goods 
through customs 2. o clearance of a 
cheque passing of a cheque through the 
banking system, transferring money from 
one account to another O You should al- 
low six days for cheque clearance. 
clearance certificate /‘kliorans sə 
itifikot/ noun a document showing that 
goods have been passed by customs 
clearance sale /'klrorəns seil/ noun a 
sale of items at low prices to get rid of 
stock 
clearing /‘kliarin/ noun 1. o clearing 
of goods through customs passing of 
goods through customs 2. o clearing of a 
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debt paying all of a debt 3. an act of pass- 
ing of a cheque through the banking sys- 
tem, transferring money from one ac- 
count to another 


clearing bank /'klrorm benk/ noun a 
bank which clears cheques, especially 
one of the major British High Street 
banks, specialising in usual banking busi- 
ness for ordinary customers such as loans, 
cheques, overdrafts and interest-bearing 
deposits 

clearing house /klror1m haus/ noun a 
central office where clearing banks ex- 
change cheques, or where stock exchange 
or commodity exchange transactions are 
settled 

clear profit /,kl1a 'profit/ noun a profit 
after all expenses have been paid O We 
made $6,000 clear profit on the deal. 
clerical /‘kler1k(9)I/ adjective (of work) 
done in an office or done by a clerk 
clerical assistance /,klerik(9)l ə 
'sıst(ə)ns/ noun help with office work 
clerical error /,kler1k(9)l 'era/ noun a 
mistake made by someone doing office 
work 

clerical staff /'klertk(a)l sta:f/ noun 
people who work in offices 

clerical work /'kler1k(9)l wa:k/ noun 
work done in an office 


clerical worker /‘klerik(9)l ,wsa:ko/ 
noun a person who works in an office 

clerk /kla:k/ noun a person who works 
in an office m verb US to work as a clerk 


CLI abbr calling line identification 


clickable corporation /,klıkəbl 
korpa'rerf(a)n/ noun a company that 
operates on the Internet 

clicks and bricks /,kliks ən 'briks/ 
noun a way of doing business that com- 
bines e-commerce and traditional shops 


clicks and mortar /,kltks on 'mo:to/ 
noun a combination of computers and 
shop premises, as in a group which sells 
over the Internet but also maintains a 
chain of normal shops 
“...there may be a silver lining for ‘clicks- 
and-mortar’ stores that have both an online 
and a high street presence. Many of these 
are accepting returns of goods purchased 
online at their traditional stores. This is a 
service that may make them more popular 
as consumers become more experienced 
online shoppers’ [Financial Times] 


clicks-and-mortar /,kliks on 'mo:t9/ 
adjective conducting business both 
through e-commerce and also in the tradi- 
tional way in buildings such as shops and 
warehouses. Compare bricks-and-mor- 
tar 
“...there may be a silver lining for ‘clicks- 
and-mortar’ stores that have both an online 
and a high street presence. Many of these 
are accepting returns of goods purchased 
online at their traditional stores. This is a 
service that may make them more popular 
as consumers become more experienced 
online shoppers’ [Financial Times] 


client /'klarant/ noun a person with 
whom business is done or who pays for a 
service O One of our major clients has de- 


faulted on her payments. 


client base /'klaront bers/ noun same 
as Client list 

clientele /,kli:on'tel/ noun all the cli- 
ents of a business or all the customers of 
a shop 

client list /‘klaront list/ noun a list of 
clients of an advertising agency 

climb /klatm/ verb to go up © The com- 
pany has climbed to No. 1 position in the 
market. O Profits climbed rapidly as the 
new management cut costs. 

clinch /klint f/ verb to settle (a business 
deal), to come to an agreement O He of- 


fered an extra 5% to clinch the deal. O 


They need approval from the board before 
they can clinch the deal. 
clipping service /‘klipmy ,s3:vrs/ 
noun the service of cutting out references 
to a client in newspapers or magazines 
and sending them to him 
clock in, clock on phrasal verb (of a 
worker) to record the time of arriving 
for work by putting a card into a special 
timing machine O If workers do not 
clock in on arrival at the factory, they 
may be sent a written warning. 
clock out, clock off phrasal verb (of a 
worker) to record the time of leaving 
work by putting a card into a special 
timing machine 
clock card /'klok ka:d/ noun a special 
card which a worker puts into the time 
clock when clocking on or off 
clocking in /,klpk1n 'm/, clocking on 
/,klokin 'pn/ noun the act of arriving for 
work and recording the time on a time- 
card 


clocking out 





clocking out /,klok1n 'avt/, clocking 
off /,klokin 'vf/ noun the act of leaving 
work and recording the time on a time- 
card 


close /klous/ noun the end of a day’s 
trading on the Stock Exchange O At the 
close shares had fallen 20%. m adjective 
close to very near, almost O The compa- 
ny was close to bankruptcy. O We are 
close to meeting our sales targets. W verb 
1. o to close the accounts to come to the 
end of an accounting period and make up 
the profit and loss account 2. to bring 
something to an end o she closed his 
building society account she took all the 
money out and stopped using the account 
3. to stop doing business for the day O 
The office closes at 5.30. O We close early 
on Saturdays. 4. o the shares closed at 
$15 at the end of the day’s trading the 
price of the shares was $15 
close down phrasal verb 1. to shut a 
shop, factory or service for a long peri- 
od or for ever O The company is closing 
down its London office. O The accident 
closed down the station for a period. 2. 
(of a shop, factory or service) to stop 
doing business or operating 
‘...the best thing would be to have a few 
more plants close down and bring supply 
more in line with current demand’ [For- 
tune | 
close company /,klous 'kamp(a)ni/ 
noun a privately owned company control- 
led by a few shareholders (in the UK, few- 
er than five) where the public may own a 
small number of the shares (NOTE: The 
US term is close corporation or closed 
corporation.) 


closed /klouzd/ adjective 1. not open 
for business, or not doing business O The 
office is closed on Mondays. O These 
warehouses are usually closed to the pub- 
lic. O All the banks are closed on Christ- 
mas Day. 2. restricted 


closed-end credit /klouzd end 
'kredit/ noun a loan, plus any interest 
and finance charges, that is to be repaid in 
full by a specified future date. Loans that 
have property or motor vehicles as collat- 
eral are usually closed-end. ù revolving 
credit (NOTE: Most loans for the pur- 
chase of property or motor vehicles are 
closed-end credits.) 

closed market /,klouzd 'markit/ 
noun a market where a supplier deals 


















































only with one agent or distributor and 
does not supply any others direct O They 
signed a closed-market agreement with 
an Egyptian company. 

closed shop /klauzd ' fpp/ noun a sys- 
tem where a company agrees to employ 
only union members for specific jobs O 
The union is asking the management to 
agree to a closed shop. 


COMMENT: Closed shops are illegal in 
many countries. 


closing /‘klouzin/ adjective 1. final or 
coming at the end 2. at the end of an ac- 
counting period O At the end of the quar- 
ter the bookkeeper has to calculate the 
closing balance. m noun 1. the shutting of 
a shop or being shut 2. o the closing of an 
account the act of stopping supply to a 
customer on credit 

closing bid /'klouzin bid/ noun the 
last bid at an auction, the bid which is suc- 
cessful 

closing date /‘klouzin dert/ noun the 
last date O The closing date for tenders to 
be received is May Ist. 

closing-down sale /,klouzin 'daun 
,serl/ noun the sale of goods when a shop 
is closing for ever 

closing price /'kləuzıy prats/ noun 
the price of a share at the end of a day’s 
trading 

closing stock /,klouzin 'stok/ noun a 
business’s remaining stock at the end of 
an accounting period. It includes finished 
products, raw materials, or work in 
progress and is deducted from the peri- 
od’s costs in the balance sheets. O At the 
end of the month the closing stock was 
10% higher than at the end of the previ- 
ous month. 

closing time /‘klauzin tarm/ noun the 
time when a shop or office stops work 
closure /'klau39/ noun the act of clos- 
ing 

cm abbr centimetre 

C/N abbr credit note 

Co. abbr company O J. Smith & Co. 
co- /kau/ prefix working or acting to- 
gether 

C/o abbr care of 

co-browsing /,kou 'brauzin/ noun the 
synchronisation of two or more browsers 
so that their users can see the same web 
pages at the same time. Also known as 
page pushing 
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co-creditor /,kou 'kredita/ noun a 
person who is a creditor of the same com- 
pany as you are 

COD, c.o.d. abbr cash on delivery 
code /kaud/ noun 1. a system of signs, 
numbers or letters which mean something 
2. a set of rules 

codec /'koudek/ noun a device that 
compresses and decompresses the audio 
and video signals used in videoconferenc- 
ing and that can be located either in the 
users’ software or their hardware 

code of conduct /koud ov 
‘kondakt/ noun the guideline showing 
how someone (such as shop assistants or 
railway station staff) should behave to- 
wards customers 

code of practice /,koud ov 'prektis/ 
noun rules drawn up by an association 
which the members must follow when do- 
ing business 

coding /'ksudin/ noun the act of 
putting a code on something O the coding 
of invoices 

co-director /'kəu dat,rekto/ noun a 
person who is a director of the same com- 
pany as you 

coefficient of correlation /kou1 
if1f(a)nt əv kprə'lerf(ə)n/ noun a meas- 
urement of correlation or relationship be- 
tween two sets of data on a continuum 
from —1 to +1 

coffee break /'kpfi bretk/ noun a rest 
time during work when the employees 
can drink coffee or tea 

cognitive processing /,kpgnitiv 
‘prausesin/ noun the way in which a per- 
son changes external information into 
patterns of thought and how these are 
used to form judgments or choices 
cohesion fund /kou'hi:3(0)n fand/ 
noun a fund that is designed to even out 
economic and social inequalities among 
member countries of the European Union 
by providing financial help for major en- 
vironmental and transport projects 
cohort /‘kouho:t/ noun a group of peo- 
ple who do the same thing at the same 
time (such as a group of managers who 
joined a company as trainees together) 
coin /kom/ noun apiece of metal money 
O He gave me two 10-cent coins in my 
change. O I need some 10p coins for the 
telephone. 


coinage /'koinid3/ noun a system of 
metal money used in a country 


co-insurance /,kou 1n'fuərəns/ noun 
an insurance policy where the risk is 
shared among several insurers 
cold /kauld/ adjective without being 
prepared 
“...the board is considering the introduc- 
tion of a set of common provisions on un- 
solicited calls to investors. The board is 
aiming to permit the cold calling of cus- 
tomer agreements for the provision of 
services relating to listed securities. Cold 
calling would be allowed when the inves- 
tor is not a private investor’ [Accountancy] 
cold call /,kould 'ko:l/ noun a tele- 
phone call or sales visit where the sales- 
person has no appointment and the client 
is not an established customer ™ verb to 
make a cold call 


cold start /,kauld 'sta:t/ noun the act 
of beginning a new business or opening a 
new shop with no previous turnover to 
base it on 

cold storage /,kould 'sto:r1d3/ noun 
the keeping of food in a cold store to pre- 
vent it or other goods from going bad 
cold store /'kəuld sto:/ noun a ware- 
house or room where food can be kept 
cold 

collaborate /kə'læbərert/ verb to 
work together O We collaborated with a 
French firm on a building project. O They 
collaborated on the new aircraft. (NOTE: 
You collaborate with someone on 
something.) 

collaboration /kalebsa'rerf(a)n/ 
noun the act of working together O Their 
collaboration on the project was very 
profitable. 

collapse /kə'læps/ noun 1. a sudden 
fall in price O the collapse of the market 
in silver O the collapse of the dollar on 
the foreign exchange markets 2. a sudden 
failure O the collapse of the pay negotia- 
tions O Investors lost thousands of pounds 
in the collapse of the company. ™@ verb 1. 
to fall suddenly O The market in silver 
collapsed. O The yen collapsed on the for- 
eign exchange markets. 2. to fail suddenly 
O The company collapsed with £250,000 
in debts. O Talks between management 
and unions collapsed last night. 
collateral /kə'læt(ə)rəl/ adjective used 
to provide a guarantee for a loan E noun 


colleague 





a security, such as negotiable instruments, 
shares or goods, used to provide a guaran- 
tee for a loan 
“...examiners have come to inspect the 
collateral that thrifts may use in borrowing 
from the Fed’ [Wall Street Journal] 


colleague /'koli:g/ noun 1. a person 
who does the same type of work as anoth- 
er O His colleagues gave him a present 
when he got married. O I know Jane Gray 
— she was a colleague of mine at my last 
job. O She was unpopular with her col- 
leagues in the machine room. 2. a person 
who works in the same organisation as 
another 


collect /ko'lekt/ verb 1. to get money 
which is owed to you by making the per- 
son who owes it pay o to collect a debt to 
go and make someone pay a debt 2. to 
take things away from a place O We have 
to collect the stock from the warehouse. 
letters are collected twice a day the post 
office workers take them from the letter 
box to the post office for dispatch E ad- 
verb, adjective referring to a phone call 
which the person receiving the call agrees 
to pay for 

collect call /ka'lekt ko:1/ noun a tele- 
phone call which the person receiving the 
call agrees to pay for 

collecting agency = /ka'Iektin 
,e1d3onsi/ noun an agency which collects 
money owed to other companies for a 
commission 

collection /ka'lekJan/ noun 1. the act 
of getting money together, or of making 
someone pay money which is owed O tax 
collection or collection of tax o bills for 
collection bills where payment is due 2. 
the fetching of goods O The stock is in the 
warehouse awaiting collection. o to hand 
something in for collection to leave 
something for someone to come and col- 
lect 3. the act of taking letters from a letter 
box or mail room to the post office for dis- 
patch O There are four collections a day 
from the letter box at the corner of the 
street. O There are six collections a day 
from the letter box. 

collection charge /kə'lekfən 
itfardz1z/, collection rate /ka'lekfon 
reit/ noun a charge for collecting some- 
thing 

collections /kə'lekfənz/ plural noun 
money which has been collected 


















































collective /ka'lektiv/ adjective refer- 
ring to a group of people together 
collective ownership /ka,lektiv 
‘gunafrp/ noun ownership of a business 
by the employees who work in it 
collective wage agreement /kə 
lektiv 'we1d3 ə griimənt/ noun an 
agreement signed between management 
and the trade union about wages 
collector /ka'lekta/ noun a person who 
makes people pay money which is owed 
O He works as a debt collector. 
collocation hosting /,kvlo,ke1f(a)n 
‘houstin/ noun a (hosting option) in 
which a business places its own servers 
with a hosting company and controls eve- 
rything that happens on its website. The 
hosting company simply provides an 
agreed speed of access to the Internet and 
an agreed amount of (data transfer), and 
ensures that the business’s server is up 
and running. 

colour /'kala/ noun a shade which an 
object has in light (red, blue, yellow, etc.) 
(NOTE: The usual US spelling is color.) 
colour printer /,kalo 'printa/ noun a 
printer which prints material in colour O 
All our publicity leaflets are printed on 
the colour printer here in the office. 
colour swatch /'kalo swotJ/ noun a 
small sample of colour which the finished 
product must look like 

column /'koləm/ noun 1. a series of 
numbers arranged one underneath the 
other O to add up a column of figures O 
Put the total at the bottom of the column. 
2. a section of printed words in a newspa- 
per or magazine 

combination /,kombr'ne1f(a)n/ noun 
1. several things which are joined togeth- 
er OA combination of cash flow problems 
and difficult trading conditions caused 
the company’s collapse. 2. a series of 
numbers which open a special lock O J 
have forgotten the combination of the lock 
on my briefcase. © The office safe has a 
combination lock. 

combine noun /'kombarn/ a large fi- 
nancial or commercial group O a German 
industrial combine @ verb /kom'bain/ to 
join together O The workforce and man- 
agement combined to fight the takeover 
bid. 

comeback /'kambek/ noun a means 
of getting compensation for a complaint 


commission 





or claim O Jf you throw away the till re- 
ceipt you will have no comeback if the 
goods turn out to be faulty. 

command economy /ks,maind 1 
'‘kpnomi/ noun same as planned econo- 
my 

commerce /'komsais/ noun the buying 
and selling of goods and services 
commercial /ko'm3:J(9)l/ adjective 1. 
referring to business 2. profitable o not a 
commercial proposition not likely to 
make a profit noun an advertisement on 
television 

commercial aircraft /kə,m3:f(ọ)l 
‘eokrarft/ noun an aircraft used to carry 
cargo or passengers for payment 
commercial artist /ko,m3:f(o)l 
‘aitist/ noun an artist who designs adver- 
tisements, posters, etc. for payment 
commercial attaché /ks'm3:J(a)l ə 
,tafe1/ noun a diplomat whose job is to 
promote the commercial interests of his 
or her country 

commercial bank /kə'ms:f(ə)l 
bzenk/ noun a bank which offers banking 
services to the public, as opposed to a 
merchant bank 

commercial break /ko,m3:f(o)l 
'brerk/ noun the time set aside for com- 
mercials on television O The advertiser 
wished to specify exactly when in the 
commercial break the advertisements 
were to appear. O The advertising manag- 
er placed one advertisement in each com- 
mercial break of the day on the radio 
channel. 

commercial college /ko'ms:J(o)l 
kolid3/ noun a college which teaches 
business studies 

commercial course /kə'ms:f(o)l 
kors/ noun a course where business skills 
are studied O He took a commercial 
course by correspondence. 
commercial directory /ko'ms:J(0)l 
dat,rekt(a)ri/ noun a book which lists all 
the businesses and business people in a 
town 

commercial district /ko'ms:f(o)l 
idistrikt/ noun the part of a town where 
offices and shops are located 














commercial failure /ko,m3:f(o)l 
'ferljə/ noun a financial collapse or bank- 
ruptcy 


commercialisation /ks,ms3:f(a)lar 
'zer1ĵf(ə)n/, commercialization noun the 


act of making something into a business 
run for profit O the commercialisation of 
museums 

commercialise /ko'm3:foalaiz/, com- 
mercialize verb to make something into 
a business O The holiday town has be- 
come unpleasantly commercialised. 
commercial law /ko,m3:f(9)l 'lo:/ 
noun the laws regarding business 
commercial lawyer /ko,ms3:J(o)l 
‘lorjo/ noun a person who specialises in 
company law or who advises companies 
on legal problems 

commercial load /ko,m3:J(9)l 'loud/ 
noun the amount of goods or number of 
passengers which a bus, train, or plane 
has to carry to make a profit 
commercially /kə'ms:f(ə)li/ adverb 
in a business way o not commercially vi- 
able not likely to make a profit 
commercial port /kə,m3:f(ə)l 'po:t/ 
noun a port which has only goods traffic 
and no passengers 

commercial property /kə,m3:f(ə)l 
'propəti/ noun a building, or buildings, 
used as offices or shops 

commercial traveller /ko,ms:J(o)l 
'træv(ə)lə/ noun a salesperson who trav- 
els round an area visiting customers on 
behalf of his or her company (NOTE: The 
modern term for a commercial traveller 
is sales representative.) 

commercial value  /ko,ma:J(a)l 
'vælju:/ noun the value that a thing 
would have if it were offered for sale 
‘sample only — of no commercial value’ 
these goods are intended only as a sample 
and would not be worth anything if sold 
commercial vehicle /ko,ms:J(a)l 
'virtk(a)l/ noun a van or truck used for 
business purposes 

commercial version /kə,m3s:f(ə)l 
'v3:f(a)n/ noun the version of a computer 
program that is sold to customers, as op- 
posed to a test or beta version, which is 
used for development and testing 
commission /kə'mıf(ə)n/ noun 1. 
money paid to a salesperson or agent, 
usually a percentage of the sales made O 
She gets 10% commission on everything 
she sells. © He is paid on a commission 
basis. o he charges 10% commission he 
asks for 10% of sales as his payment 2. a 
group of people officially appointed to 
examine some problem O He is the chair- 






































commission agent 





man of the government commission on ex- 
port subsidies. 

commission agent /kə'mıf(ə)n 
,e1dzont/ noun an agent who is paid a 
percentage of sales 


commissioner /ka'm1f(9)no/ noun an 
important official appointed by a govern- 
ment or other authority, or a member of a 
commission 

Commission of the European 
Community /kamif(a)n əv ði: 
,Juorəpi:ən ko'mjumiti/ noun same as 
European Commission 
commission rep /kə'mıf(ə)n rep/ 
noun a representative who is not paid a 
salary but receives a commission on sales 


commission sale /ka'm1f(a)n serl/ 
noun a sale where the salesperson is paid 
a commission 


commit /ka'mit/ verb 1. to carry out a 
crime O She was accused of committing 
several thefts from the storeroom. 2. to 
agree to do something (NOTE: commit- 
ting- committed) o to commit funds to 
a project to agree to spend money on a 
project 

commitments /ks'mitmonts/ plural 
noun things which you have agreed to do, 
especially money which you have agreed 
to spend o to meet your commitments to 
pay money which you had agreed to pay 
committee /ka'miti/ noun an official 
group of people who organise or plan for 
a larger group O to be a member of a com- 
mittee or to sit on a committee O He was 
elected to the committee of the staff club. 
O The new plans have to be approved by 
the committee members. O She is the sec- 
retary of the finance committee. to 
chair a committee to be the chairman of 
a committee 


commodity /ka'moditi/ noun some- 
thing sold in very large quantities, espe- 
cially a raw material such as a metal or a 
food such as wheat 
COMMENT: Commodities are either trad- 
ed for immediate delivery (as ‘actuals’ or 
‘physicals’), or for delivery in the future 
(as ‘futures’). Commodity markets deal 
either in metals (aluminium, copper, 
lead, nickel, silver and zinc) or in ‘soft’ 
items, such as cocoa, coffee, sugar and 
oil. 
commodity exchange /ka'moditi 
ks ,tfemnd3/ noun a place where com- 
modities are bought and sold 






































commodity futures /ko,moditi 
'fju:tfaz/ plural noun commodities trad- 
ed for delivery at a later date O Silver rose 
5% on the commodity futures market yes- 
terday. 

commodity market = /ko'moditi 
smarkit/ noun a place where people buy 
and sell commodities 

commodity trader  /ko'moditi 
,treido/ noun a person whose business is 
buying and selling commodities 
common /'komon/ adjective 1. hap- 
pening frequently O Unrealistic salary 
expectations in younger staff was a com- 
mon problem they had to deal with. O Be- 
ing caught by the customs is very common 
these days. 2. belonging to several differ- 
ent people or to everyone 

Common Agricultural Policy 
/,komon egri'kaltf(a)ral ,polisi/ noun 
an agreement between members of the 
EU to protect farmers in EU countries by 
paying subsidies to fix the prices of farm 
produce. Abbreviation CAP 

common carrier /,komon 'kæriə/ 
noun a firm which carries goods or pas- 
sengers, and which anyone can use 
common law /,komon 'lo:/ noun 1. a 
law as laid down in decisions of courts, 
rather than by statute 2. a general system 
of laws which formerly were the only 
laws existing in England, and which in 
some cases have been superseded by stat- 
ute (NOTE: You say at common law 
when referring to something happening 
according to the principles of common 
law.) 

common ownership /,komən 
‘gunofip/ noun a situation where a busi- 
ness is owned by the employees who 
work in it 

common pricing /,komon 'prarsıy/ 
noun the illegal fixing of prices by several 
businesses so that they all charge the same 
price 

common seal /‘knmon si:l/, compa- 
ny’s seal /,kamp(a)niz 'si:l/ noun a 
metal stamp for stamping documents with 
the name of the company to show that 
they have been approved officially O to 
attach the company’s seal to a document 
common stock /,komon 'stok/ noun 
US ordinary shares in a company, giving 
shareholders a right to vote at meetings 
and to receive dividends 


company flat 





communautaire /kəmju:nəv'teə/ 
adjective sympathetic to the European 
Union; (person) who works happily with 
EU officials 


communicate /ko'mju:nikert/ verb 
to exchange views or information with 
someone O We need to find better ways of 
communicating with staff O In her presen- 
tation she communicated her knowledge 
of details and her enthusiasm for the 
project well. 


communication /kə,mju:nı 
'kerf(ə)n/ noun 1. the passing on of 
views or information O A house journal 
was started to improve communication 
between management and staff. O Cus- 
tomers complained about the lack of com- 
munication about the unexpected delay. 
to enter into communication with 
someone to start discussing something 
with someone, usually in writing O We 
have entered into communication with the 
relevant government department. 2. an 
official message O We have had a commu- 
nication from the local tax inspector. 


communications /ko,mjurmnt 
'kerf(ə)nz/ plural noun the fact of being 
able to contact people or to pass messages 
O After the flood all communications with 
the outside world were broken. 


community /kə'mjw:nıti/ noun a 
group of people living or working in the 
same place 
commute /ko'mju:t/ verb 1. to travel 
to work from home each day O He com- 
mutes from the country to his office in the 
centre of town. O She spends two hours a 
day commuting to and from work. O We 
have bought a house within commuting 
distance of London. 2. to exchange one 
form of payment for another O I decided 
to commute part of my pension rights into 
a lump sum payment. 
‘Commuting is never business use. A trip 
to work is personal and not deductible. 
And making a business phone call or hold- 
ing a business meeting in your car while 
you drive will not change that fact’ 
[Nation’s Business| 


commuter /ka'mju:ta/ noun a person 
who commutes to work 

commuter belt /ka'mju:ts belt/ noun 
an area of country where the commuters 
live round a town 














commuter train /ko'mju:to trern/ 
noun a train which commuters take in the 
morning and evening 


Companies Act /‘kamp(o)niz ækt/ 
noun an Act of Parliament which regu- 
lates the workings of companies, stating 
the legal limits within which companies 
may do their business 

companies’ register /,kamponiz 
'red3ista/ noun a list of companies, 
showing their directors and registered ad- 
dresses 


Companies Registration Office 
/kamp(a)niz ,red3r'strerf(o)n _,vfts/ 
noun an office of the Registrar of Compa- 
nies, the official organisation where the 
records of companies must be deposited, 
so that they can be inspected by the pub- 
lic. Abbreviation CRO. Also called Com- 
panies House 
company /‘kamp(a)ni/ noun 1. a busi- 
ness organisation, a group of people or- 
ganised to buy, sell or provide a service, 
usually for profit o to put a company 
into liquidation to close a company by 
selling its assets for cash o to set up a 
company to start a company legally 2. 
a tractor, aircraft, chocolate company 
company which makes tractors, aircraft 
or chocolate 
COMMENT: A company can be incorporat- 
ed (with memorandum and articles of as- 
sociation) as a private limited company, 
and adds the initials ‘Ltd’ after its name, 
or as a public limited company, when its 
name must end in ‘Plc’. Unincorporated 
companies are partnerships such as 
firms of solicitors, architects, account- 
ants, etc., and they add the initials ‘Co.’ 
after their name. 
company Car /,kamp(o)ni 'ka:/ noun 
a car which belongs to a company and is 
lent to an employee to use for business or 
other purposes 
company director /,kamp(o)ni dar 
'rekta/ noun a person appointed by the 
shareholders to help run a company 


company doctor = /,kamp(o)ni 
‘dokto/ noun 1. a doctor who works for a 
company and looks after sick workers O 
The staff are all sent to see the company 
doctor once a year. 2. a specialist busi- 
nessperson who rescues businesses which 
are in difficulties 


company flat /,kamp(a)ni 'flat/ noun 
a flat owned by a company and used by 






































company law 





members of staff from time to time (NOTE: 
The US term is company apartment.) 


company law /,kamp(a)ni 'lo:/ noun 
laws which refer to the way companies 
work 


company officers = /,kamp(a)ni 
'pfisaz/ noun the main executives or di- 
rectors of a company 


company pension scheme 
/,kamp(a)ni 'penfən skixm/ noun same 
as occupational pension scheme O 
She decided to join the company’s pen- 
sion scheme. 


company promoter /,kamp(9)ni pra 
'məvtə/ noun a person who organises the 
setting up of a new company 

company report /,kamp(a)ni r1'po:t/ 
noun a document that sets out in detail 
what a company has done and how well it 
has performed (NOTE: Companies are le- 
gally required to write annual reports 
and financial reports and to submit them 
to the authorities in the country where 
they are registered, but they may also 
produce other reports on specific sub- 
jects, for example, on the environmental 
or social impact of a project they are un- 
dertaking.) 

company secretary /,kamp(o)ni 
‘sekrit(a)ri/ noun a person who is re- 
sponsible for a company’s legal and fi- 
nancial affairs 

company’s infrastructure 
/kamponiz 'ınfrə,straktfə/ noun the 
way in which the company is organized 
company town /'kamp(s)ni taun/ 
noun a town in which most of the proper- 
ty and shops are owned by a large compa- 
ny which employs most of the population 
comparability = /,komp(o)ro'biliti/ 
noun the fact of being able to be com- 
pared 

comparable /‘komp(a)rab(a)l/ adjec- 
tive possible to compare O The two sets of 
figures are not comparable. a which is 
the nearest company comparable to 
this one in size? which company is most 
similar in size to this one? 
comparative advantage /kom 
,peerativ od'vaintid3/ noun the fact of 
being able to produce a good or service at 
a lower cost than other producers. Also 
called comparative cost 














comparative cost /kom,perotiv 
'kpst/ noun same as comparative ad- 
vantage 


compare /kəm'pev/ verb to look at sev- 
eral things to see how they differ O The fi- 
nance director compared the figures for 
the first and second quarters. 
compare with phrasal verb to examine 
two things to see where they are the 
same and where they differ O How do 
the sales this year compare with last 
year’s? O Compared with the previous 
month, last month was terrific. 


comparison /kom'pzris(9)n/ noun 
the act of comparing one thing with an- 
other O Sales are down in comparison 
with last year. o there is no comparison 
between overseas and home sales over- 
seas and home sales are so different they 
cannot be compared 


comparison-shop /kom'peris(a)n 
Jop/ verb to compare prices and features 
of items for sale in different shops to find 
the best deal 


compassionate leave /kom 
\pef(a)not 'li:v/ noun time off work 
granted to an employee to deal with per- 
sonal or family problems 


compensate /‘knmponseit/ verb to 
give someone money to make up for a 
loss or injury O In this case we will com- 
pensate a manager for loss of commis- 
sion. O The company will compensate the 
employee for the burns suffered in the ac- 
cident. (NOTE: You compensate some- 
one for something.) 


compensation /,kompən'serf(ə)n/ 
noun 1. o compensation for damage 
payment for damage done 0 compensa- 
tion for loss of office payment to a direc- 
tor who is asked to leave a company be- 
fore their contract ends 0 compensation 
for loss of earnings payment to someone 
who has stopped earning money or who is 
not able to earn money 2. US a salary 
“...compensation can also be via the mag- 
istrates courts for relatively minor inju- 
ries’ [Personnel Management] 


compensation deal /,kompon 
'serf(ə)n di:l/ noun a deal where an ex- 
porter is paid (at least in part) in goods 
from the country to which he or she is ex- 
porting 


















































competitive tender 





compensation package /,kompon 
'serf(ə)n ,peek1d3/ noun the salary, pen- 
sion and other benefits offered with a job 
“...golden parachutes are liberal compen- 
sation packages given to executives leav- 
ing acompany’ [Publishers Weekly] 
compete /kom'pi:t/ verb o to compete 
with someone or with a company to try 
to do better than another person or anoth- 
er company O We have to compete with 
cheap imports from the Far East. O They 
were competing unsuccessfully with local 
companies on their home territory. o the 
two companies are competing for a 
market share or for a contract each 
company is trying to win a larger part of 
the market, trying to win the contract 
competence /‘kompit(9)ns/ noun 1. 
the ability to do the tasks required in a job 
O The training sessions are intended to 
increase staff competence. 2. o the case 
falls within the competence of the court 
the court is legally able to deal with the 
case 
competence framework 
/‘kompit(a)ns ,frermws:k/ noun the set 
of duties or tasks performed as part of a 
job with the standards which should be 
achieved in these duties 
competency /‘kompit(s)nsi/ noun 
same as competence 
competent /‘kompit(s)nt/ adjective 
1. able to do something, efficient O she is 
a competent manager 2. able to do the 
tasks required in a job o the court is not 
competent to deal with this case the 
court is not legally able to deal with the 
case 
competition /,kompo't1f(a)n/ noun 1. 
a situation where companies or individu- 
als are trying to do better than others, e.g. 
trying to win a larger share of the market, 
or to produce a better or cheaper product 
or to control the use of resources 2. o the 
competition companies which are trying 
to compete with your product O We have 
lowered our prices to beat the competi- 
tion. O The competition have brought out 
a new range of products. 
“...profit margins in the industries most 
exposed to foreign competition are worse 
than usual’ [Sunday Times] 
“...competition is steadily increasing and 
could affect profit margins as the company 
tries to retain its market share’ 
[Citizen (Ottawa) ] 






























































competition-oriented pricing 
/kompo,tif(a)n ,orrientid 'prarsıy/ 
noun the act of putting low prices on 
goods so as to compete with other com- 
peting products 


competitive /kom'petitiv/ adjective 
1. involving competition 2. intended to 
compete with others, usually by being 
cheaper or better o competitive price a 
low price aimed to compete with a rival 
product o competitive product a product 
made or priced to compete with existing 
products 

“...the company blamed fiercely competi- 

tive market conditions in Europe for a 


























£14m operating loss last year’ 
[Financial Times] 
competitive advantage /kəm 


,petitrv od'vaintid3/ noun a factor that 
gives a special advantage to a nation, 
company, group, or individual when it is 
competing with others 


competitive edge /kom,petitiv 
'ed3/⁄, competitive advantage /kəm 
,petıtıv od'varntid3/ noun an advan- 
tage that one company or product has 
over its rivals in the market O Any com- 
petitive edge we have in this market is due 
to our good after-sales service. O Why 
does this product have the competitive 
edge over its rivals? 


competitively /kom'petitrvli/ adverb 
competitively priced sold at a low 
price which competes with the price of 
similar products from other companies 


competitiveness /kom'petitivnos/ 
noun the fact of being competitive 
‘farmers are increasingly worried by the 
growing lack of competitiveness for their 
products on world markets’ [Australian 
Financial Review] 
competitiveness index /kom 
‘petitrvnas ,ındeks/ noun a list that uses 
economic and other data to rank countries 
in order according to the competitiveness 
of their industries and products 
competitive pricing /kom,petitiv 
‘praisin/ noun the practice of putting low 
prices on goods so as to compete with 
other products 
competitive tender /kom,petitiv 
'tendə/ noun a form of tender where dif- 
ferent organisations are asked to tender 
for a contract, especially for government 
or local government work 














competitor 





competitor /kom'petita/ noun a per- 
son or company that is competing with 
another O Two German firms are our 
main competitors. 
“...sterling labour costs continue to rise 
between 3% and 5% a year faster than in 
most of our competitor countries’ [Sunday 
Times] 


complain /kom'plein/ verb to say that 
something is no good or does not work 
properly O The office is so cold the staff 
have started complaining. O She com- 
plained about the service. O They are 
complaining that our prices are too high. 
O If you want to complain, write to the 
manager. 


complaint /kom'plemt/ noun a state- 
ment that you feel something is wrong O 
complaints from the workforce about con- 
ditions in the factory O She sent her letter 
of complaint to the managing director. 
to make or to lodge a complaint against 
someone to write and send an official 
complaint to someone’s superior 


complaints department /kom 
‘pleints di,pa:tmont/ noun a depart- 
ment in a company or store to which cus- 
tomers can send or bring complaints 
about its products or service 


complaints management /kəm 
‘plernts ,mænıdzmənt/ noun the man- 
agement of complaints from customers 


complaints procedure /kom 
‘pleints prə,si:d3ə/ noun a way of pre- 
senting complaints formally from a trade 
union to amanagement O The trade union 
has followed the correct complaints pro- 
cedure. 


complementor /‘komplimenta/ noun 
a company that makes something that 
your product needs in order to function 
successfully. For example, software com- 
panies are complementors to computer 
companies. (NOTE: Software companies, 
for example, are complementors to com- 
puter companies.) 


complete /kom'pli:t/ adjective whole, 
with nothing missing O The order is com- 
plete and ready for sending. O The ship- 
ment will be delivered only if it is com- 
plete. @ verb 1. to finish O The factory 
completed the order in two weeks. O How 
long will it take you to complete the job? 
O He has completed his probationary pe- 
riod. 2. to sign a contract for the sale of a 














property and to exchange it with the other 
party, so making it legal 

completely /kam'pli:tli/ adverb all or 
totally O The cargo was completely ru- 
ined by water. O The warehouse was com- 
pletely destroyed by fire. 

completion /kom'pli:f(9)n/ noun the 
act of finishing something o completion 
of a contract the act of signing a contract 
for the sale of a property whereby the 
buyer pays and the seller transfers owner- 
ship to the buyer 

completion date /kom'pli:f(9)n deit/ 
noun a date when something will be fin- 
ished 

complex /'kompleks/ noun a series of 
large buildings O a large industrial com- 
plex (NOTE: The plural is complexes.) m 
adjective with many different parts O a 
complex system of import controls O The 
specifications for the machine are very 
complex. 














compliance /kəm'plarəns/ noun 
agreement to do what is ordered 
compliance department /kom 


‘plarons di,pa:tmont/ noun a depart- 
ment in a stockbroking firm which makes 
sure that the Stock Exchange rules are fol- 
lowed and that confidentiality is main- 
tained in cases where the same firm repre- 
sents rival clients 

complimentary /,kompli'ment(a)ri/ 
adjective free 

complimentary ticket 
/,kompliment(a)ri 'trkit/ noun a free 
ticket, given as a present 
compliments slip /‘komplimonts 
slip/ noun a piece of paper with the name 
of the company printed on it, sent with 
documents or gifts etc. instead of a letter 


comply /kam'plat/ verb to agree to do 
what is ordered (NOTE: complies — com- 
plying — complied) o to comply with a 
court order to obey an order given by a 
court 


component /kom'psunont/ noun a 
piece of machinery or a part which will be 
put into a final product O The assembly 
line stopped because the supply of a vital 
component was delayed. 

components factory /kom 
‘pounonts ,fekt(a)ri/ noun a factory 
which makes parts which are used in oth- 
er factories to make finished products 














computer network 





composition /,kompo'zif(a)n/ noun 
an agreement between a debtor and cred- 
itors, where the debtor settles a debt by re- 
paying only part of it 

compound /kom'paund/ verb to agree 
with creditors to settle a debt by paying 
part of what is owed 


compound interest /,kompaund 
‘Intrast/ noun interest which is added to 
the capital and then earns interest itself 


comprehensive = /,kompri'hensrv/ 
adjective which includes everything 


comprehensive insurance 
/,komprihensiv 1n'fuərəns/, compre- 
hensive policy /,komprthensrv 'polisi/ 
noun an insurance policy which covers 
you against all risks which are likely to 
happen 


compromise /'kpmpromaiz/ noun an 
agreement between two sides, where each 
side gives way a little O Management of- 
fered £5 an hour, the union asked for £9, 
and a compromise of £7.50 was reached. 
m verb to reach an agreement by giving 
way a little O She asked £15 for it, I of- 
fered £7 and we compromised on £10. 


comptometer /komp'tomıtə/ noun a 
machine which counts automatically 


comptroller /kən'trəulə/ noun a finan- 
cial controller 


compulsory /kəm'palsəri/ adjective 
which is forced or ordered 


compulsory liquidation /kəm 
,palsəri jlukwi'derf(a)n/ noun liquida- 
tion which is ordered by a court 


compulsory purchase order /kəm 
\palsori 'psitfis ,o:da/ noun an order 
from a local authority by which property 
is purchased whether the owner wants to 
sell or not (as when buying properties to 
widen a road) 

compulsory winding up /kom 
,palsori ,waindin 'ap/ noun liquidation 
which is ordered by a court 
compulsory winding up order 
/kom,palsori ,waindin 'ap ,orde/ noun 
an order from a court saying that a com- 
pany must be wound up 

computable /kam'pju:tab(a)l/ adjec- 
tive possible to calculate 

computation /,kompju'terf(e)n/ 
nouna calculation 


computational error 
/,kpmpjuterf(9)nal 'era/ noun a mistake 
made in calculating 


compute /kəm'pju:t/ verb to calculate, 
to do calculations 


computer /kom'pju:ta/ noun an elec- 
tronic machine which calculates or stores 
information and processes it automatical- 
ly 

computer bureau = /kom'pju:to 
,|bjuarau/ noun an office which offers to 
do work on its computers for companies 
which do not own their own computers 


computer department /kom'pju:to 
di,pa:tmont/ noun a department in a 
company which manages the company’s 
computers 


computer error /kom,pju:tor 'erə/ 
noun a mistake made by a computer 


computer file /kom'pju:to farl/ noun 
a section of information on a computer, 
e.g. the payroll, list of addresses or list of 
customer accounts 

computer hardware /kom,pju:to 
‘hardwea/ noun machines used in data 
processing, including the computers and 
printers, but not the programs 


computerise /kom'pju:toraiz/, com- 
puterize verb to change something from 
a manual system to one using computers 
O We have computerised all our records. 
O Stock control is now completely compu- 
terised. 


computerised  /kom'pju:toraizd/, 
computerized adjective carried out by 
computers O a computerised invoicing or 


filing system 


computer language /kom'pju:to 
jlengwid3/ noun a system of signs, let- 
ters and words used to instruct a computer 


computer listing /kom,pju:to 
'lıstıy/ noun a printout of a list of items 
taken from data stored in a computer 


computer magazine /kom'pju:to 
mægə,zi:n/ noun a magazine with arti- 
cles on computers and programs 
computer manager /kom'pju:to 
smzenid39/ noun a person in charge of a 
computer department 

computer network /kom,pju:to 
‘netwstk/ noun a computer system 
where several PCs are linked so that they 
all draw on the same database 


computer printer 





computer printer = /kom,pju:to 
‘printd/ noun a machine which prints in- 
formation from a computer 


computer printout /kom,pju:to 
‘printavut/ noun a printed copy of infor- 
mation from a computer O The sales di- 
rector asked for a printout of the agents’ 
commissions. 


computer program /kom'pju:to 
‚prougræm/ noun instructions to a com- 
puter telling it to do a particular piece of 
work O to buy a graphics program O The 
accounts department is running a new 
payroll program. 

computer programmer  /kom 
\pjuito 'prougræmə/ noun a person who 
writes computer programs 


computer programming /kom 
,pju:tə 'prougreemin/ noun the work of 
writing programs for computers 


computer-readable /kom,pju:to 
'rirdab(a)I/ adjective able to be read and 
understood by a computer O computer- 
readable codes 


computer run /kom'pju:ta ran/ noun 
a period of work done by a computer 


computer services /kom,pju:to 
'S31VISIZ/ plural noun work using a com- 
puter, done by a computer bureau 


computer system  /kom'pju:to 
,sistom/ noun a set of programs, com- 
mands, etc., which run a computer 


computer tape /kom'pju:to terp/ 
noun magnetic tape used in computers 


computer terminal /kom'pju:to 
,t3imin(9)I/ noun a keyboard and screen, 
by which information can be put into a 
computer or can be called up from a data- 
base O computer system consisting of a 
microprocessor and six terminals 


computer time /kom'pju:to tarm/ 
noun the time when a computer is being 
used, paid for at an hourly rate 


computer worm /kom'pju:to w3:m/ 
noun a type of computer (virus) that does 
damage by making as many copies of it- 
self as it can as quickly in order clog up 
communication channels on the Internet 
computing /kom'pju:tm/ noun the 
operating of computers 

computing speed /kom'pju:tin 
spi:d/ noun the speed at which a compu- 
ter calculates 


concealment /kon'si:lmont/ noun the 
act of hiding for criminal purposes 
concealment of assets /kon 
\SitzImont ov 'æsets/ noun the act of hid- 
ing assets so that creditors do not know 
they exist 

concentration = /,konson'trerf(a)n/ 
noun 1. the degree to which a small 
number of businesses control a large sec- 
tion of the market O Too much concentra- 
tion created resentment among small 
businesses trying to enter the market. O 
Concentration has meant too little com- 
petition and therefore higher prices to the 
consumer. 2. the action of grouping a 
large number of things together. Also 
called market concentration 


concept /'kponsept/ noun an idea 


concept testing /‘konsept ,testi/ 
noun the evaluation of a new product 
idea, usually by consulting representa- 
tives from all the main departments in a 
company, and/or by interviewing a sam- 
ple of consumers O The new product idea 
did not survive concept testing because it 
didn’t answer an existing demand. O Af- 
ter thorough concept testing the idea of a 
disposable pen was rejected as the com- 
pany’s production capacity was too limit- 
ed. 


concern /kon's3:n/ noun 1. a business 
or company 2. the fact of being worried 
about a problem O The management 
showed no concern at all for the workers’ 
safety. m verb to deal with or be connect- 
ed with O The sales staff are not con- 
cerned with the cleaning of the store. O 
She filled in a questionnaire concerning 
computer utilisation. 


concert /'kpnsət/ noun o to act in con- 
cert (of several people) to work together 
to achieve an aim 


concert party /'konsət ,par:ti/ noun 
an arrangement where several people or 
companies work together in secret, usual- 
ly to acquire another company through a 
takeover bid 


concession /kan'sef(a)n/ noun 1. the 
right to use someone else’s property for 
business purposes 2. the right to be the 
only seller of a product in a place O She 
runs a jewellery concession in a depart- 
ment store. 3. an allowance, e.g. a reduc- 
tion of tax or price 
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concessionaire /kon,sefa'nea/ noun 
a person or business that has the right to 
be the only seller of a product in a place 


concessionary /kən'sef(ə)nəri/ ad- 
jective which is allowed as a concession 
concessionary fare /kən,sef(ə)nəri 
'feə/ noun a reduced fare for some types 
of passenger such as pensioners, students 
or employees of a transport company 


concessionary ticket /kon 
,sef(a)nori 'trkit/ noun a cheaper en- 
trance ticket to an exhibition for pension- 
ers, students, etc. 


conciliation /kon,stli'e1f(a)n/ noun 
the practice of bringing together the par- 
ties in a dispute with an independent third 
party, so that the dispute can be settled 
through a series of negotiations 


conclude /kon'klu:d/ verb 1. to com- 
plete successfully O to conclude an 
agreement with someone 2. to believe 
from evidence O The police concluded 
that the thief had got into the building 
through the main entrance. 


condition /kan'dif(a)n/ noun 1. some- 
thing which has to be carried out as part of 
a contract or which has to be agreed be- 
fore a contract becomes valid o on condi- 
tion that provided that O They were 
granted the lease on condition that they 
paid the legal costs. 2. a general state or 
the general way of life in a place O item 
sold in good condition O The union has 
complained of the bad working condi- 
tions in the factory. O What was the con- 
dition of the car when it was sold? O Ad- 
verse trading conditions affected our 
profits. 

conditional /kon'dif(a)n(o)l/ adjec- 
tive provided that specific conditions are 
taken into account o to give a condition- 
al acceptance to accept, provided that 
specific things happen or that specific 
terms apply o conditional on subject to 
(certain conditions) o the offer is condi- 
tional on the board’s acceptance the of- 
fer is only valid provided the board ac- 
cepts 

conditional offer /kon,dif(o)nol 
'pfə/ noun an offer to buy provided that 
specific terms apply 

conditional sale /kan,dif(a)nol 'serl/ 
noun a sale which is subject to condi- 
tions, such as a hire- purchase agreement 


















































conditions of contract /kon 
,dif(a)nz əv 'kontrekt/ noun the condi- 
tions which are listed in a contract and 
which are legally binding 


conditions of employment /kon 
idif(a)nz əv 1m'plormont/ plural noun 
the terms of a contract of employment 


conditions of sale /kon,d1f(o)nz ov 
'serl/ plural noun agreed ways in which a 
sale takes place, e.g. discounts or credit 
terms 

condominium /,konda'miniom/ 
noun US a system of ownership, where a 
person owns an apartment in a building, 
together with a share of the land, stairs, 
roof, etc. 


conduct /kon'dakt/ verb to carry on O 
to conduct negotiations O The chairman 
conducted the negotiations very negli- 
gently. O She conducted the training ses- 
sion very efficiently. ™ noun a way of be- 
having O He was sacked for bad conduct 
at the staff Christmas party. 


conducted tour /kan,daktid 'tua/ 
noun a tour with a guide who shows plac- 
es to the tourists 


Confederation of British Industry 
/kon,feda,rerf(a)n ov ,britrf 'ındəstri/ 
noun an organisation which represents 
British employers in commerce and in- 
dustry. Abbreviation CBI 


confer /kan'f3:/ verb to discuss a prob- 
lem with another person or within a group 
O The interview board conferred in the 
next room before announcing the names 
of the successful candidates. (NOTE: con- 
ferring — conferred) 


conference /'konf(9)rans/ noun 1. a 
meeting of people to discuss problems O 
Many useful tips can be picked up at a 
sales conference. O The conference of HR 
managers included talks on payment and 
recruitment policies. o to be in confer- 
ence to be in a meeting 2. a meeting of an 
organisation such as an association, soci- 
ety or union 

conference call /'konf(o)rəns kəŚl/ 
noun a telephone call that connects three 
or more lines so that people in different 
places can talk to one another (NOTE: 
Conference calls reduce the cost of 
meetings by making it unnecessary for 
the participants to spend time and mon- 
ey on getting together in one place.) 
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conference phone /'kpnf(ə)rəns 
foun/ noun a telephone arranged in such 
a way that several people can speak into it 
from around a table 


conference proceedings 
/‘konf(a)rans prə,si:dı9z/ plural noun a 
written report of what has taken place at a 
conference 


conference room /'kpnf(ə)rəns 
rurm/ noun a room where a small meet- 
ing can take place 

conference timetable /,konf(ə)rəns 
,tarm'terb(a)l/ noun a list of events and 
speakers at a conference 


confidence /'konfid(9)ns/ noun 1. the 
state of feeling sure or being certain O 
The sales teams do not have much confi- 
dence in their manager. O The board has 
total confidence in the managing director. 
2. o in confidence in secret O J will show 
you the report in confidence. 


confident /‘konf1d(o)nt/ adjective cer- 
tain or sure O I am confident the turnover 
will increase rapidly. O Are you confident 
the sales team can handle this product? 
confidential /,konf1'denJoal/ adjective 
not to be told or shown to other people O 
The references sent by the applicant's last 
employer were in an envelope marked 
‘Private and Confidential’. O Whatever 
an employee says in an appraisal inter- 
view should be treated as confidential. O 
The consultants sent a confidential report 
to the chairman. 


confidentiality = /,konfidenfi'zliti/ 
noun the fact of being secret o she broke 
the confidentiality of the discussions 
she told someone about the secret discus- 
sions 

confidential report /,konfidenJol rr 
'poit/ noun a secret document which 
must not be shown to other people 
confirm /kən'fsım/ verb to say again 
that something agreed before is correct O 
to confirm a hotel reservation or a ticket 
or an agreement or a booking o to con- 
firm someone in a job to say that some- 
one is now permanently in the job 
confirmation /,konfo'merf(a)n/ noun 
1. the act of making certain o confirma- 
tion of a booking the act of checking that 
a booking is certain 2. a document which 
confirms something O She received con- 
firmation from the bank that the deeds 
had been deposited. 


















































conflict /konflikt/ noun antagonism 
between people, e.g. between manage- 
ment and workers O There was conflict 
between the two groups of workers. 


conflict management /'kpnflıkt 
smenid3zmont/ noun a system of work 
that involves identifying possible sources 
of conflict within an organisation and 
dealing with and settling conflicts when 
they occur 


conflict of interest /,konflikt ov 
‘Introst/ noun a situation where a person 
or firm may profit personally from deci- 
sions taken in an official capacity 


conformance /kon'fo:moans/ noun the 
process of acting in accordance with a 
rule © The machine used is not in con- 


formance with safety regulations. 


confuse /kon'fju:z/ verb to make it dif- 
ficult for someone to understand some- 
thing, to make something difficult to un- 
derstand © to introduce the problem of 
VAT will only confuse the issue O The 
chairman was confused by all the jour- 
nalists’ questions. 


conglomerate /kon'glomorat/ noun a 
group of subsidiary companies linked to- 
gether and forming a group, each making 
very different types of products 


conglomerate diversification /kon 
glomorot dat,vaisrfi'kerf(a)n/ noun a 
form of (diversification) in which a com- 
pany sets up subsidiary companies with 
activities in many different areas of busi- 
ness 

conjoint analysis /kon,d3zoimt ə 
'næləsıs/ noun a research method aimed 
at discovering the best combination of 
features for a product or service, e.g. price 
and size 

connect /ka'nekt/ verb 1. to link or to 
join O The company is connected to the 
government because the chairman’s fa- 
ther is a minister. 2. o the flight from 
New York connects with a flight to Ath- 
ens the plane from New York arrives in 
time for passengers to catch the plane to 
Athens 


connecting flight /ko,nektry 'flart/ 
noun a plane which a passenger will be 
on time to catch and which will take him 
to his final destination O Check at the hel- 
icopter desk for connecting flights to the 
city centre. 
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connection /ksa'nekfan/ noun a link, 
something which joins O Zs there a con- 
nection between his argument with the di- 
rector and his sudden move to become 
warehouse manager? o in connection 
with referring to O I want to speak to the 
managing director in connection with the 
sales forecasts. 
connections /ka'nekJ(a)nz/ noun 
people you know, customers or contacts O 
He has useful connections in industry. 
connectivity /,konek'trviti/ noun 1. 
the ability of an electronic product to con- 
nect with other similar products, or the 
extent to which individuals, companies 
and countries can connect with one anoth- 
er electronically 2. the ability of individu- 
als, organisations and countries to con- 
nect with each other and communicate 
electronically 
connexity /ka'neksiti/ noun the fact of 
being closely linked by worldwide com- 
munications networks 
conscientious /,konfi'enfas/ adjec- 
tive referring to a person who works care- 
fully and well O She’s a very conscien- 
tious worker. 
consensus /kon'sensos/ noun an 
opinion which most people agree on O 
management by consensus 
consent /kon'sent/ noun agreement 
that something should be done O Change 
of use requires the consent of the local 
planning authorities. @ verb to agree that 
something should be done O The manage- 
ment consented to the union’s proposals. 
consequential loss /,konstkwenfal 
'Ips/ noun loss which occurs as the result 
of some other loss. Also called indirect 
loss 
conservative /kon'ss:votiv/ adjec- 
tive careful, not overestimating O His 
forecast of expenditure was very conserv- 
ative or She made a conservative forecast 
of expenditure. 0 a conservative esti- 
mate a calculation which probably under- 
estimates the final figure O Their turnover 
has risen by at least 20% in the last year, 
and that is probably a conservative esti- 
mate. 
“...we are calculating our next budget in- 
come at an oil price of $15 per barrel. We 
know it is a conservative projection, but 
we do not want to come in for a shock 
should prices dive at any time during the 
year’ [Lloyd’s List] 


























conservatively /kon'ss:vativli/ ad- 
verb not overestimating O The total sales 
are conservatively estimated at £2.3m. 
consider /kən'sıdə/ verb to think seri- 
ously about something o to consider the 
terms of a contract to examine a contract 
and discuss whether the terms are accept- 
able 
considerable /kən'sıd(ə)rəb(ə)l/ ad- 
jective quite large O We sell considerable 
quantities of our products to Africa. O 
They lost a considerable amount of money 
on the commodity market. 
considerably /kon'sid(a)rabli/ ad- 
verb quite a lot O Sales are considerably 
higher than they were last year. 
consideration /kən,sıdə'rerf(ə)n/ 
noun 1. serious thought O We are giving 
consideration to moving the head office to 
Scotland. 2. something valuable ex- 
changed as part of a contract 
consign /kən'sarn/ verb o to consign 
goods to someone to send goods to some- 
one for them to use or to sell for you 
consignation /,konsat'netf(a)n/ 
noun the act of consigning 
consignee /,konsat'ni:/ noun a person 
who receives goods from someone for 
their own use or to sell for the sender 
consignment /kon'sarnmont/ noun 
1. the sending of goods to someone who 
will sell them for you o goods on con- 
signment goods kept for another compa- 
ny to be sold on their behalf for a commis- 
sion 2. a group of goods sent for sale O A 
consignment of goods has arrived. O We 
are expecting a consignment of cars from 
Japan. 
“...some of the most prominent stores are 
gradually moving away from the tradition- 
al consignment system, under which man- 
ufacturers agree to repurchase any unsold 
goods, and in return dictate prices and 
sales strategies and even dispatch staff to 
sell the products’ [Nikkei Weekly] 
consignment note /kon'sarnmont 
nout/ noun a note saying that goods have 
been sent 
consignor /kon'saino/ noun a person 
who consigns goods to someone 
COMMENT: The goods remain the proper- 
ty of the consignor until the consignee 
sells or pays for them. 
consolidate /kon'svlideit/ verb 1. to 
include the accounts of several subsidiary 
companies as well as the holding compa- 
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ny in a single set of accounts 2. to group 
goods together for shipping 
consolidated accounts /kən 
\splidertid a'kaunts/ plural noun ac- 
counts where the financial position of 
several different companies, i.e. a holding 
company and its subsidiaries, are record- 
ed together 

consolidated shipment  /kon 
\splidertid 'fipmeant/ noun goods from 
different companies grouped together 
into a single shipment 

consolidation —_/kan,spli'de1f(a)n/ 
noun the grouping together of goods for 
shipping 

consolidator /kon'spliderta/ noun 1. 
a firm which groups together orders from 
different companies into one shipment 2. 
a firm which groups together bookings 
made by various travel agents so as to get 
cheaper group fares on normal scheduled 
flights 

consols /‘konsplz/ plural noun govern- 
ment bonds which pay interest but do not 
have a maturity date 


consortium /kən'so:tioəm/ noun a 
group of companies which work together 
O A consortium of Canadian companies 
or A Canadian consortium has tendered 
for the job. (NOTE: The plural is consor- 
tia.) 
“...the consortium was one of only four 
bidders for the £2 billion contract to run 
the lines, seen as potentially the most dif- 
ficult contract because of the need for 
huge investment’ [Times] 
constant /'konstont/ adjective un- 
changing O The calculations are in con- 
stant dollars. 
constitution /,konsti'tju:f(a)n/ noun 
written rules or regulations of a society, 
association, club or state O Under the so- 
ciety’s constitution, the chairman is elect- 
ed for a two-year period. © Payments to 
officers of the association are not allowed 
by the constitution. 
constitutional /,konsti'tju:f(o)nol/ 
adjective according to a constitution O 
The reelection of the chairman is not con- 
stitutional. 
construct /kon'strakt/ verb to build O 
The company has tendered for the con- 
tract to construct the new bridge. 
construction /kon'strakfan/ noun 
the activity of building o under con- 














struction being built O the airport is un- 
der construction 

construction company /kən 
'strakf(a)n ,|kamp(a)ni/ noun company 
which specializes in building 
construction industry  /kən 
'strakf(a)n ,Indastri/ noun all compa- 
nies specializing in building 
constructive /kon'straktiv/ adjective 
which helps in the making of something O 
She made some constructive suggestions 


for improving management-worker rela- 


tions. O We had a constructive proposal 


from a distribution company in Italy. 


constructive dismissal /kən 
straktiv dis'mis(9)l/ noun a situation 
where an employee does not leave his or 
her job voluntarily, but because of pres- 
sure from the management 


constructor /kon'strakto/ noun a per- 
son or company which constructs 


consult /kon'salt/ verb to ask an expert 
for advice O We consulted our accountant 
about our tax. 


consultancy /kon'saltonsi/ noun the 
act of giving specialist advice O a consul- 
tancy firm O She offers a consultancy 
service. 


consultant /kon'saltant/ noun a spe- 
cialist who gives advice O an engineering 
consultant O a management consultant O 
a tax consultant 

consulting /kon'saltiy/ adjective giv- 
ing specialist advice O a consulting engi- 
neer 

consulting engineer /kon,saltin 
,end31'nio/ noun an engineer who gives 
specialist advice 


consumable goods /kon 
sju:mab(9)l 'gudz/ plural noun goods 
which are bought by members of the pub- 
lic and not by companies. Also called 
consumer goods, consumables 


consumables = /kon'sju:moab(a)lz/ 
plural noun 1. items that have to be 
bought on a regular basis because they are 
used up, e.g. paper 2. same as consuma- 
ble goods 

consumer /kən'sju:mə/ noun a person 
or company that buys and uses goods and 
services O Gas consumers are protesting 
at the increase in prices. O The factory is 
a heavy consumer of water. 
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‘...forecasting consumer response is one 
problem which will never be finally 
solved’ [Marketing Week] 
“...consumer tastes in the UK are becom- 
ing much more varied’ [Marketing] 
‘...the marketing director’s brief will be to 
develop the holiday villages as a consumer 
brand, aimed at the upper end of the tourist 
market’ [Marketing Week] 
consumer council /kon,sju:mo 
'kauns(ə)l/ noun a group representing 
the interests of consumers 
consumer credit /kən,sju:mə 
'kredit/ noun the credit given by shops, 
banks and other financial institutions to 
consumers so that they can buy goods 
(NOTE: Lenders have to be licensed un- 
der the Consumer Credit Act, 1974. The 
US term is installment credit.) 


Consumer Credit Act, 1974 /kon 
,sju:mə 'kredit ekt/ noun an Act of 
Parliament which licenses lenders, and 
requires them to state clearly the full 
terms of loans which they make, includ- 
ing the APR 


Consumer Credit Counselling 
Service /kon,sju:mo ikredit 
‘kaunsalin ,s3:vis/ noun a service which 
advises people about problems with items 
bought on credit 


consumer durables /kon,sju:mo 
'djuərəb(ə)lz/ plural noun items which 
are bought and used by the public, e.g. 
washing machines, refrigerators or cook- 
ers 


consumer goods /kon,sju:mo 
'gudz/ plural noun same as consumable 
goods 


consumer panel = /kan'sju:ma 
,peen(9)l/ noun a group of consumers 
who report on products they have used so 
that the manufacturers can improve them 
or use what the panel says about them in 
advertising 


Consumer Price Index /kon,sju:mo 
‘prais ,Indeks/ noun an American index 
showing how prices of consumer goods 
have risen over a period of time, used as a 
way of measuring inflation and the cost of 
living. Abbreviation CPI (NOTE: The UK 
term is retail prices index.) 
‘...analysis of the consumer price index 
for the first half of the year shows that the 
rate of inflation went down by about 12.9 
per cent’ [Business Times (Lagos)] 


consumer protection /kon,sju:mo 
pra'tekfon/ noun the activity of protect- 
ing consumers against unfair or illegal 
traders 


consumer research /kon,sju:mo ri 
'saitf/ noun research into why consum- 
ers buy goods and what goods they may 
want to buy 


consumer resistance /kon,sju:mo 
ri'zistons/ noun a lack of interest by con- 
sumers in buying a new product O The 
new product met no consumer resistance 
even though the price was high. 


consumer society /kon,sju:mo so 
‘saloti/ noun a type of society where con- 
sumers are encouraged to buy goods 


consumer spending /kon,sju:mo 

‘spendin/ noun spending by private 

households on goods and services 
“...companies selling in the UK market are 
worried about reduced consumer spending 
as a consequence of higher interest rates 
and inflation’ [Business| 


consumer-to-consumer com- 
merce /kon,sjurmo ta kən'sjuimə 
ikomsais/ noun business, especially e- 
business, done by one individual with an- 
other and not involving any business or- 
ganisation 

consumption /kon'sampfon/ noun 
the act of buying or using goods or serv- 
ices O a car with low petrol consumption 
O The factory has a heavy consumption of 
coal. 


contact /'kontækt/ noun 1. a person 
you know or a person you can ask for help 
or advice O He has many contacts in the 
city. O Who is your contact in the minis- 
try? 2. the act of getting in touch with 
someone o I have lost contact with them 
I do not communicate with them any 
longer o he put me in contact with a 
good lawyer he told me how to get in 
touch with a good lawyer m verb 
/‘kontekt, kon'tekt/ to get in touch 
with someone, to communicate with 
someone O He tried to contact his office 
by phone. O Can you contact the manag- 
ing director at his club? 


contain /kən'tern/ verb to hold some- 
thing inside O a barrel contains 250 litres 
O Each crate contains two computers and 
their peripherals. O We have lost a file 
containing important documents. 
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container /kon'temno/ noun 1. a box, 
bottle, can, etc. which can hold goods O 
The gas is shipped in strong metal con- 
tainers. O The container burst during 
shipping. 2. a very large metal case of a 
standard size for loading and transporting 
goods on trucks, trains, and ships O con- 
tainer berth O container port O container 
terminal O to ship goods in containers 
a container-load of spare parts a ship- 
ment of spare parts sent in a container 
containerisation /kon,temnoral 
'ze1J(a)n/, containerization noun the 
act of shipping goods in containers 
containerise /kon'ternoraiz/, con- 
tainerize verb to put or ship goods in 
containers 

container ship /kən'ternə fip/ nouna 
ship made specially to carry containers 
container terminal /kən'ternə 
'tsımın(ə)l/ noun an area of a harbour 
where container ships are loaded or un- 
loaded 

contango /kon'tzngou/ noun 1. the 
payment of interest by a stockbroker for 
permission to carry payment for shares 
from one account to the next (NOTE: Con- 
tango is no longer applied on the Lon- 
don Stock Exchange because of the roll- 
ing account system, but it is still applied 
on some other exchanges.) 2. a cash 
price which is lower than the forward 
price 

contango day /kon'tengsu der 
noun formerly, the day when the rate of 
contango payments was fixed 
contempt of court /kon,tempt ov 
'ko:t/ noun an act of being rude to a 
court, e.g. bad behaviour in court or a re- 
fusal to carry out a court order 

content /‘kontent/ noun the ideas in- 
side a letter, etc. o the content of the let- 
ter the real meaning of the letter 
contents /'kontents/ plural noun 
things contained by something, what is 
inside something O The contents of the 
bottle poured out onto the floor. O Cus- 
toms officials inspected the contents of the 
crate. o the contents of the letter the 
words written in the letter 

contested takeover /kon,testid 
'terkəuvə/ noun a takeover bid where the 
board of the target company does not rec- 
ommend it to the shareholders and tries to 
fight it. Also called hostile bid 






































context /‘kontekst/ noun additional in- 
formation about a product that is consid- 
ered to be helpful to customers and is 
shown on a website. For example, reviews 
by other customers displayed on the site 
for a particular book. 

contingency /kon'tind3onsi/ noun a 
possible state of emergency when deci- 
sions will have to be taken quickly o to 
add on 10% to provide for contingen- 
cies to provide for further expenditure 
which may be incurred 

contingency fund /kon'tind3onsi 
fand/ noun money set aside in case it is 
needed urgently 

contingency plan /kon'tind3ansi 
plen/ noun a plan which will be put into 
action if something unexpected happens 
contingency reserve /kon 
'tind3ensi rı1,z31v/ noun money set aside 
in case it is needed urgently 


contingent expenses /kən 
,tindzent rk'spensiz/ plural noun ex- 
penses which will be incurred only if 
something happens 

contingent liability /kon,tmdzant 
lara'biliti/ noun a liability which may or 
may not occur, but for which provision is 
made in a company’s accounts, as op- 
posed to ‘provisions’, where money is set 
aside for an anticipated expenditure 
contingent policy /kon,tmdzont 
‘pplisi/ noun an insurance policy which 
pays out only if something happens, such 
as if a person named in the policy dies be- 
fore the person due to benefit 
continual /kon'tinjuol/ adjective 
which happens again and again O Produc- 
tion was slow because of continual break- 
downs. 

continually /kən'tınjuəli/ adverb 
again and again O The photocopier is con- 
tinually breaking down. 

continuation /kən,tınju'erf(ə)n/ 
noun the act of continuing 
continuation sheet /kən,tınju 
‘erf(a)n fi:t/ noun the second (or third) 
page of a document 

continue /kən'tınju:/ verb to go on do- 
ing something or to do again something 
which you were doing earlier O The meet- 
ing started at 10 a.m. and continued until 
6 p.m. O Negotiations will continue next 
Monday. 














85 


contracting out 





continuous /kon'tinjuos/ adjective 
with no end or with no breaks O a contin- 
uous production line 


continuous feed /kon,tmjuos 'fi:d/ 
noun a device which feeds continuous 
stationery into a printer 

continuous improvement /kon 
,tinjuas Im'prurvmont/ noun a proce- 
dure and management philosophy that fo- 
cuses on looking all the time for ways in 
which small improvements can be made 
to processes and products, with the aim of 
increasing quality and reducing waste and 
cost (NOTE: Continuous improvement is 
one of the tools that underpin the philos- 
ophies of total quality management and 
lean production; in Japan it is known as 
kaizen.) 


continuous service /kon,tmjuos 
'ssivis/ noun a period of employment 
with one employer, which begins on the 
day on which the employee starts work 
and ends on the day which they resign or 
are dismissed 

continuous stationery /kon,t njuos 
"sterf(a)n(a)ri/ noun paper made as one 
long sheet used in computer printers 
contra /'kpntro/ verb o to contra an 
entry to enter a similar amount in the op- 
posite side of an account 


contra account /'kontra o,kaunt/ 
noun an account which offsets another 
account, e.g. where a company’s supplier 
is not only a creditor in that company’s 
books but also a debtor because it has pur- 
chased goods on credit 


contraband /'kontrəbænd/ noun 
goods brought into a country illegally, 
without paying customs duty 

contract noun /‘kontrekt/ 1. a legal 
agreement between two parties O to draw 
up a contract O to draft a contract O to 
sign a contract o the contract is binding 
on both parties both parties signing the 
contract must do what is agreed o under 
contract bound by the terms of a contract 
O The firm is under contract to deliver the 
goods by November. o to void a contract 
to make a contract invalid 2. o by private 
contract by private legal agreement 3. an 
agreement for the supply of a service or 
goods O to enter into a contract to supply 
spare parts O to sign a contract for 
£10,000 worth of spare parts a to put 
work out to contract to decide that work 










































































should be done by another company on a 
contract, rather than by employing mem- 
bers of staff to do it o to award a con- 
tract to a company, to place a contract 
with a company to decide that a compa- 
ny shall have the contract to do work for 
you to tender for a contract to put for- 
ward an estimate of cost for work under 
contract m verb /kon'trekt/ to agree to 
do some work on the basis of a legally 
binding contract O to contract to supply 
spare parts or to contract for the supply of 
spare parts o the supply of spare parts 
was contracted out to Smith Ltd Smith 
Ltd was given the contract for supplying 
spare parts o to contract out of an agree- 
ment to withdraw from an agreement 
with the written permission of the other 
party 
COMMENT: A contract is an agreement 
between two or more parties which cre- 
ates legal obligations between them. 
Some contracts are made ‘under seal’, 
i.e. they are signed and sealed by the 
parties; most contracts are made orally 
or in writing. The essential elements of a 
contract are: (a) that an offer made by 
one party should be accepted by the oth- 
er; (b) consideration (i.e. payment of 
money); (c) the intention to create legal 
relations. The terms of a contract may be 
express or implied. A breach of contract 
by one party entitles the other party to 
sue for damages or to ask for something 
to be done. 


contract out phrasal verb to hire an- 
other organisation or person to carry out 
part or all of a certain piece of work O 
The catering firm has contracted out the 
distribution of its products to a delivery 
firm. O We shall contract out any work 
we are not specialised in. O The supply 
of spare parts was contracted out to 
Smith Ltd. 
contract distribution /kon,trekt 
,distri'bju:f(a)n/ noun the practice of 
outsourcing a company’s distribution ac- 
tivities to another company contract 
(NOTE: Contract distribution can help to 
reduce costs and stockholdings and im- 
prove flexibility of delivery.) 
contracting out /kontrektin ‘avt/ 
noun 1. the process, on the part of an em- 
ployee, of withdrawing from the UK State 
Earnings-Related Pension Scheme and 
buying an appropriate personal pension 2. 
the process, on the part of an employer, of 
withdrawing employees from the UK’s 
State Earnings-Related Pension Scheme 















































contracting party 





and enrolling them in an occupational 
pension scheme that meets specified 
standards 


contracting party = /kon,trektin 
‘parti/ noun a person or company that 
signs a contract 

contract law /'kontrekt 1lo:/ noun 
laws relating to private agreements 
contract note /‘kontrekt naut/ noun 
a note showing that shares have been 
bought or sold but not yet paid for, also 
including the commission 

contract of employment 
/kontrekt ov im'plormant/ noun a 
contract between an employer and an em- 
ployee stating all the conditions of work. 
Also called employment contract 


contract of service /kontrekt ov 
‘saivis/ noun a legal agreement between 
an employer and an employee whereby 
the employee will work for the employer 
and be directed by them, in return for pay- 
ment 


contractor /kon'trekto/ noun a per- 
son or company that does work according 
to a written agreement 


contractual /kan'trektfual/ adjective 
according to a contract O contractual 
conditions o to fulfil your contractual 
obligations to do what you have agreed to 
do in a contract 


contractual liability /kon,trektfuol 
lara'biliti/ noun a legal responsibility 
for something as stated in a contract 
contractually /kon'trektjuoli/ ad- 
verb according to a contract O The com- 
pany is contractually bound to pay our 
expenses. 


contractual obligation /kən 
træktfuəl ,obli'gerf(a)n/ noun some- 
thing that a person is legally forced to do 
through having signed a contract to do 
to fulfil your contractual obligations to 
do what you have agreed to do in a con- 
tract o he is under no contractual obli- 
gation to buy he has signed no agreement 
to buy 

contract work /'kontrekt ws:k/ 
noun work done according to a written 
agreement 

contra entry /‘kontro ,entri/ noun an 
entry made in the opposite side of an ac- 
count to make an earlier entry worthless, 
i.e. a debit against a credit 






































contrarian /kon'tresrion/ adjective 
going against a trend 

contrary /'kontrori/ noun the opposite 
failing instructions to the contrary 
unless different instructions are given 
on the contrary quite the opposite O The 
chairman was not annoyed with his as- 
sistant — on the contrary, he promoted 
him. 

contribute /kon'tribju:t/ verb to give 
money or add to money O We agreed to 
contribute 10% of the profits. O They had 
contributed to the pension fund for 10 
years. 


contributed content website /kon 
itribju:td ‚kontent 'websart/ noun a 
website that allows visitors to add their 
contributions to its content, e.g., to write 
reviews of books that are advertised on 
the site 


contribution /,kontri'bju:f(a)n/ noun 
money paid to add to a sum 


contribution analysis /,kpntrı 
‘bju:f(o)n o,nzlasis/ noun an analysis 
of how much each of a company’s prod- 
ucts contributes to fixed costs, based on 
its profit margin and sales O Contribution 
analysis helps to streamline production 
and marketing. O Thorough contribution 
analysis led to six products being dropped 


























from the product range. 


contribution margin =/,kontri 
‘bju:f(o)n ,mard3m/ noun a way of 
showing how much individual products or 
services contribute to net profit 
contribution of capital /kontri 
\bjurs(e)n ov 'kepit(a)l/ noun money 
paid to a company as additional capital 
contribution pricing / kontri 
'bju:f(o)n ,praisin/ noun a pricing 
method based on maximising the contri- 
bution of each product to fixed costs 
contributor /kon'tribjuta/ noun a per- 
son who gives money 

contributor of capital /kən 
itribjuter əv 'kæpıt(ə)l/ noun a person 
who contributes capital 

contributory /kon'tribjut(a)ri/ adjec- 
tive causing or helping to cause O Falling 
exchange rates have been a contributory 


factor in the company’s loss of profits. 


contributory negligence /kon 
itribjut(a)ri 'neglidzans/ noun negli- 
gence partly caused by the plaintiff and 


convertible currency 





partly by the defendant, resulting in harm 
done to the plaintiff 


contributory pension plan /kon 
,tribjut(a)ri 'penfon plen/, contribu- 
tory pension scheme /kon,tribjut(a)ri 
‘penfon ski:m/ noun a pension plan 
where the employee has to contribute a 
percentage of salary 


control /kon'traul/ noun 1. the power 
or ability to direct something O The com- 
pany is under the control of three share- 
holders. O Top management exercises 
tight control over spending. 0 to lose con- 
trol of a business to find that you have 
less than 50% of the shares in a company, 
and so are not longer able to direct it O 
The family lost control of its business. 2. 
the act of restricting or checking some- 
thing or making sure that something is 
kept in check o under control kept in 
check O Expenses are kept under tight 
control. O The company is trying to bring 
its overheads back under control. o out of 
control not kept in check O Costs have 
got out of control. @ verb 1. o to control 
a business to direct a business O The 
business is controlled by a company 
based in Luxembourg. © The company is 
controlled by the majority shareholder. 2. 
to make sure that something is kept in 
check or is not allowed to develop O The 
government is fighting to control inflation 
or to control the rise in the cost of living. 
(NOTE: controlling — controlled. The 
US spelling is controling — controled.) 


control group /kon'traul gru:p/ noun 
a small group which is used to check a 
sample group 

controlled /kon'trauld/ adjective ruled 
or kept in check 


controlled economy /kon,trauld 1 
'kpnomi/ noun an economy where most 
business activity is directed by orders 
from the government 

controller /kon'traula/ noun 1. a per- 
son who controls something, especially 
the finances of a company 2. US the chief 
accountant in a company 

controlling interest /kon,traulin 
'ıntrəst/ noun o to have a controlling 
interest in a company to own more than 
50% of the shares so that you can direct 
how the company is run 

control systems /kon'traul 
,s1stomz/ plural noun the systems used to 
























































check that a computer system is working 
correctly 

convene /kən'vi:n/ verb to ask people 
to come together O to convene a meeting 
of shareholders © to convene a meeting of 
union members 


convenience /kon'vi:nions/ noun 
at your earliest convenience as soon as 
you find it possible 


convenience store /kon'virnians 
sto:/ noun a small store selling food or 
household goods, open until late at night, 
or even 24 hours per day 
“...the nation’s largest convenience store 
chain has expanded the range of bills it 
takes payments for to include gas and tel- 
ephone services’ [Nikkei Weekly] 
convenient /kon'vi:niont/ adjective 
suitable or handy O A bank draft is a con- 
venient way of sending money abroad. O 
Is 9.30 a convenient time for the meeting? 


convenor /kon'vi:no/ noun a trade un- 
ionist who organises union meetings 
convergence /kon'v3:d3ans/ noun a 
situation where the economic factors ap- 
plying in two countries move closer to- 
gether, e.g. when basic interest rates, or 
budget deficits become more and more 
similar 

conversion /kon'v3:f(a)n/ noun 1. a 
change 2. the action of changing convert- 
ible loan stock into ordinary shares 


conversion of funds /kon,v3:J(a)n 
əv 'fandz/ noun the act of using money 
which does not belong to you for a pur- 
pose for which it is not supposed to be 
used 

conversion price /kən'vs:f(ə)n 
prais/, conversion rate /kon'v3:f(a)n 
reit/ noun 1. a price at which preference 
shares are converted into ordinary shares 
2. a rate at which a currency is changed 
into a foreign currency 


convert /kon'va:t/ verb 1. to change 
money of one country for money of an- 
other O We converted our pounds into 
Swiss francs. 2. o to convert funds to 
your own use to use someone else’s mon- 
ey for yourself 

convertibility /kon,va:ta'brlati/ noun 
the ability of a currency to be exchanged 
for another easily 

convertible currency /kon 
\v3itob(9)l 'karonsi/ noun a currency 


























convertible debenture 





which can easily be exchanged for anoth- 
er 

convertible debenture /kən 
v3itəb(ə)l di'bentfa/ noun a debenture 
or loan stock which can be exchanged for 
ordinary shares at a later date 
convertible loan stock /kon 
v3itəb(ə)l 'laun stok/ noun money lent 
to acompany which can be converted into 
shares at a later date 

conveyance /kon'veions/ noun a legal 
document which transfers a property 
from the seller to the buyer 
conveyancer /kən'verənsə/ noun a 
person who draws up a conveyance 
conveyancing /kon'veronsin/ noun 
the work of legally transferring a property 
from a seller to a buyer 

COO abbr chief operating officer 
cooling-off period /ku:lin  'vf 
\pioried/ noun 1. (during an industrial 
dispute) a period when negotiations have 
to be carried on and no action can be tak- 
en by either side 2. a period during which 
someone who is about to enter into an 
agreement may reflect on all aspects of 
the arrangement and change his or her 
mind if necessary O New York has a three 
day cooling-off period for telephone 
sales. 

co-op /'kəu pp/ noun same as cooper- 
ative 

co-operate /,kəu 'ppərert/ verb to 
work together O The regional govern- 
ments are co-operating in the fight 
against piracy. O The two firms have co- 
operated on the computer project. 
co-operation /kau,ppa'retf(a)n/ 
noun the act of working together O The 
project was completed ahead of schedule 
with the co-operation of the workforce. 
cooperative /kau'pp(sa)rativ/ adjec- 
tive 1. willing to work together O The 
workforce has not been cooperative over 
the management’s productivity plan. 2. 
where the profits are shared among the 
workers ™ noun a business run by a group 
of employees who are also the owners and 
who share the profits O an industrial co- 
operative O The product is marketed by 
an agricultural cooperative. © They set 
up a workers’ cooperative to run the fac- 
tory. 

cooperative society /kau 
‘pp(9)rativ sə,sarəti/ noun an organisa- 


tion where customers and employees are 
partners and share the profits 

co-opt /,kou 'opt/ verb o to co-opt 
someone onto a committee to ask some- 
one to join a committee without being 
elected 

co-owner /,kau 'əunə/ noun a person 
who owns something with another person 
O The two sisters are co-owners of the 
property. 

co-ownership /,kau 'sunafip/ noun 
an arrangement where two people own a 
property or where partners or employees 
have shares in a company 

copartner /ksu'pa:tno/ noun a person 
who is a partner in a business with another 
person 

copartnership /kou'pa:tnofip/ noun 
an arrangement where partners or em- 
ployees have shares in the company 
cope /kaup/ verb to manage to do some- 
thing O The new assistant manager coped 
very well when the manager was on holi- 
day. O The warehouse is trying to cope 
with the backlog of orders. 

copier /'kppiə/ noun a machine which 
makes copies of documents 

copier paper /'kppiə ,perpo/ noun 
special paper used in photocopiers 
coproperty /ksu'propati/ noun own- 
ership of property by two or more people 
together 

coproprietor /,kəuprə'prarətə/ noun 
a person who owns a property with anoth- 
er person or several other people 

copy /'kopi/ noun 1. a document which 
is made to look the same as another o car- 
bon copy copy made with carbon paper 
2. a document 3. a book, a newspaper O 
Have you kept yesterday’s copy of the 
‘Times’? O I read it in the office copy of 
‘Fortune’. O Where is my copy of the tel- 
ephone directory? ™ verb to make a sec- 
ond document which is like the first O He 
copied the company report and took it 
home. (NOTE: copies — copying- cop- 
ied) 

copyholder /'kppihəuldə/ noun a 
frame on which a document can be put, 
which stands next to a keyboard, so that 
the operator can read the text to be copied 
more easily 

copying machine /‘kppitn mo, fi:n/ 
noun a machine which makes copies of 
documents 
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copy paper /'kopi ,perpa/ noun spe- 
cial paper used in photocopiers 
copyright /'kppirart/ noun 1. an au- 
thor’s legal right to publish his or her own 
work and not to have it copied, lasting 
seventy years after the author’s death 
work which is out of copyright work by 
a writer who has been dead for seventy 
years o work still in copyright work by 
a living writer, or by a writer who died 
less than seventy years ago 2. a legal right 
which protects the creative work of writ- 
ers and artists and prevents others from 
copying or using it without authorisation, 
and which also applies to such things as 
company logos and brand names m verb 
to confirm the copyright of a written work 
by inserting a copyright notice and pub- 
lishing the work m adjective covered by 
the laws of copyright © Jt is illegal to pho- 
tocopy a copyright work. 


Copyright Act /‘kppi,rait ekt/ noun 
an Act of Parliament making copyright 
legal, and controlling the copying of cop- 
yright material 

copyrighted /'kppirartıd/ adjective in 
copyright 

copyright holder /,kppirait 'houldo/ 
noun a person who owns a copyright and 
who can expect to receive royalties from 
it 

copyright law /'kppirart lo:/ noun 
laws concerning the protection of copy- 
right 

copyright notice /,kvpirait 'nəvtıs/ 
noun a note in a book showing who owns 
the copyright and the date of ownership 


copywriter /'kopirartə/ noun a person 
who writes advertisements 


core /ko:/ noun the central or main part 


core business /'ko: ,biznts/ noun the 
most important work that an organisation 
does, that it is most expert at, that makes 
it different from other organisations, that 
contributes most to its success and, usual- 
ly, that it was originally set up to do 
(NOTE: The concept of core business be- 
came prominent in the 1980s when at- 
tempts at diversification by large compa- 
nies proved less successful than expect- 
ed.) 

core capability /,ko:r ,kerpo'biliti/ 
noun same as core competence 


























core competence / ka:r 
'kpmpit(9)ns/ noun a skill or an area of 
expertise possessed by an organisation 
that makes it particularly good at doing 
some things and makes an important con- 
tribution to its success by giving it com- 
petitive advantage over other organisa- 
tions 

core product /,ko: 'prodakt/ noun 1. 
the main product which a company makes 
or sells 2. a basic product, without added 
benefits such as credit terms, installation 
service, etc. 


core skills /,ks: 'skılz/ noun basic 
skills, which are needed by everyone 


core time /'ko: tarm/ noun a period 
when people working under a flexitime 
system must be present at work 


core values /ko: 'velju:z/ plural 
noun 1. the main commercial and moral 
principles that influence the way an or- 
ganisation is run and the way it conducts 
its business, and that are supposed to be 
shared by everyone in the organisation 
from senior management to ordinary em- 
ployees (NOTE: Core values are often re- 
flected in an organisation’s mission 
statement.) 2. a set of concepts and ideals 
that guide someone’s life and help them to 
make important decisions 
core workers /'ko: ,w3:kaz/ plural 
noun workers who are in full-time em- 
ployment (as opposed to part-timers or 
casual workers who are called ‘peripheral 
workers’) 
corner /‘ko:no/ noun a situation where 
one person or a group controls the supply 
of a certain commodity O The syndicate 
tried to create a corner in the silver mar- 
ket. m verb o to corner the market to 
own most or all of the supply of a com- 
modity and so control the price O The 
syndicate tried to corner the market in sil- 
ver. 
corner shop /'ko:na fop/ noun a small 
privately owned general store 
corp abbr US corporation 
corporate /'ko:p(9)rat/ adjective 1. re- 
ferring to corporations or companies, or 
to a particular company as a whole 2. re- 
ferring to business in general O corporate 
America O corporate Britain 

“...the prime rate is the rate at which banks 


lend to their top corporate borrowers’ 
[Wall Street Journal] 














corporate brand 





‘...if corporate forecasts are met, sales 


will exceed $50 million next year’ 
[Citizen (Ottawa)] 
corporate brand = /,ko:p(o)rot 


'brænd/ noun the overall image that a 
company presents to the outside world, or 
the image of it that exists in the minds of 
its customers, its employees and the pub- 
lic, that encapsulates what it does and 
what it stands for 

corporate climate = /,ko:p(o)rat 
‘klarmot/ noun the general feeling and 
atmosphere within an organisation that is 
mainly created by the attitudes of its man- 
agers towards their work, their staff and 
their customers and that can affect such 
things as productivity, creativity, and cus- 
tomer focus 

corporate communication 
/koxrp(a)rat_ komjurni'kerf(9)n/ noun 
the activities undertaken by an organisa- 
tion to pass on information both to its own 
employees and to its existing and pro- 
spective customers and the general public 
corporate culture = /,ks:p(a)rat 
'kalt fa/ noun the often unspoken beliefs 
and values that determine the way an or- 
ganisation does things, the atmosphere 
that exists within it and the way people 
who work for it behave (NOTE: The cul- 
ture of an organisation is often summed 
up as ‘the way we do things around 
here’.) 

corporate evolution §/,ko:p(o)rat 
jirva'lu:s(a)n/ noun the process of 
change and development that takes place 
in organisations as a result of the use of 
information technology 

corporate governance /,koip(ə)rət 
‘gav(9)nons/ noun a theory of the way 
companies should be run 

corporate hospitality /,ko:p(o)rat 
hospi'teliti/ noun entertainment provid- 
ed by an organisation, originally intended 
to help salespeople build relationships 
with customers, but now increasingly 
used as an incentive for staff and in team- 
building and training exercises for em- 
ployees 

corporate image —=_/,ko:p(o)rat 
'ımıd3/ noun an idea which a company 
would like the public to have of it 
corporate income tax /,ko:p(a)rat 
‘inkam ,teks/ noun US a tax paid on the 
income of a business 


corporate name /,ko:p(9)rat 'nerm/ 
noun the name of a large corporation 
corporate plan /,ko:p(a)rot 'plæn/ 
nouna plan for the future work of a whole 
company 
corporate planning § /,ko:p(o)rat 
‘plenin/ noun the process of planning 
the future work of a whole company 
corporate portal =/,ko:p(a)rat 
'po:t(a)l/ noun a main website that al- 
lows access to all the information and 
software applications held by an organi- 
sation and provides links to information 
from outside it (NOTE: A corporate portal 
is a development of intranet technology 
and, ideally, should allow users to ac- 
cess groupware, email, and desktop ap- 
plications, and to customise the way in- 
formation is presented and the way it is 
used.) 
corporate profits = /,ko:p(a)rat 
‘profits/ plural noun the profits of a cor- 
poration 
“...corporate profits for the first quarter 
showed a 4 per cent drop from last year’ 
[Financial Times] 
corporate raider /,ko:p(o)rat 'rerdə/ 
noun a person or company which buys a 
stake in another company before making 
a hostile takeover bid 
corporate vision —/,ko:p(a)rat 
'v13(9)n/ noun the overall aim or purpose 
of an organisation that all its business ac- 
tivities are designed to help it achieve 
(NOTE: An organisation’s corporate vi- 
sion is usually summed up in its vision 
statement.) 
corporation /,ko:pa'retJ(a)n/ noun 1. 
a large company 2. US a company which 
is incorporated in the United States 3. a 
municipal authority 
COMMENT: A corporation is formed by 
registration with the Registrar of Compa- 
nies under the Companies Act (in the 
case of public and private companies) or 
other Acts of Parliament (in the case of 
building societies and charities). 
corporation income tax 
/,korporerf(a)n 'inkam teks/ noun a 
tax on profits made by incorporated com- 
panies 
corporation loan /,ko:po're1f(a)n 
loun/ noun a loan issued by a local au- 
thority 
corporation tax /,ko:po'rerf(a)n 
teeks/ noun a tax on profits and capital 


cost driver 





gains made by companies, calculated be- 
fore dividends are paid. Abbreviation CT 


correct /ka'rekt/ adjective accurate or 
right O The published accounts do not 
give a correct picture of the company’s fi- 
nancial position. @ verb to remove mis- 
takes from something O The accounts de- 
partment have corrected the invoice. O 
You will have to correct all these typing 
errors before you send the letter. 


correction /ka'rekJan/ noun 1. an act 
of making something correct O She made 
some corrections to the text of the speech. 
2. a change in the valuation of something 
that is thought to be overvalued or under- 
valued which results in its being more re- 
alistically valued 
“...there were fears in October that shares 
were overvalued and bears were ready to 
enter the market. This only proved to be a 
small correction’ [Investors Chronicle] 
correlation /,kpra'letf(a)n/ noun the 
degree to which there is a relationship be- 
tween two sets of data O Is there any cor- 
relation between people’s incomes and 
the amount they spend on clothing? ò co- 
efficient of correlation 
correspond /,kor1'spond/ verb 1. o to 
correspond with someone to write let- 
ters to someone 2. o to correspond with 
something to fit or to match something 
correspondence /,kpri'spondəns/ 
noun letters, emails or other messages ex- 
changed o to be in correspondence with 
someone to write letters to someone and 
receive letters back 


correspondence clerk = /,kori 
'sppndəns klark/ noun a clerk whose re- 
sponsibility it is to answer correspond- 
ence 

correspondent /,kori'sppndont/ 
noun a journalist who writes articles for a 
newspaper on specialist subjects O He is 
the Paris correspondent of the Daily Tele- 
graph. 

corrupt /ka'rapt/ adjective 1. (person, 
especially an official) who takes bribes; 
referring to the taking of bribes O They 
accused the minister’s assistant of cor- 
rupt practices. 2. (data on a computer 
disk) which is faulty and therefore cannot 
be used E verb to make data unusable O 
The faulty disk drive corrupted our files. 
cosmetic /kpz'mettk/ adjective refer- 
ring to the appearance of people or things 






































O We’ve made some cosmetic changes to 
our product line. O Packaging has both 
practical as well as cosmetic importance. 


cost /kpst/ noun 1. the amount of mon- 
ey which has to be paid for something O 
What is the cost of a first class ticket to 
New York? O Computer costs are falling 
each year. O We cannot afford the cost of 
two cars. O to cover costs to produce 
enough money in sales to pay for the costs 
of production O The sales revenue barely 
covers the costs of advertising or the ad- 
vertising costs. © to sell at cost to sell at 
a price which is the same as the cost of 
manufacture or the wholesale cost 2. 
cost of borrowing Same as borrowing 
costs m verb 1. to have as its price O 
How much does the machine cost? O This 
cloth costs £10 a metre. 2. 0 to cost a 
product to calculate how much money 
will be needed to make a product, and so 
work out its selling price 


cost, insurance, and freight /, kost 
in, fuerans on 'frert/ noun the estimate 
of a price, which includes the cost of the 
goods, the insurance, and the transport 
charges. Abbreviation CIF, c.i.f. 


cost accountant /'kost 9,kauntont/ 
noun an accountant who gives managers 
information about their business costs 


cost accounting /'kost 9,kauntin/ 
noun the process of preparing special ac- 
counts of manufacturing and sales costs 


cost analysis /'kost ə,næləsıs/ noun 
the process of calculating in advance 
what a new product will cost 


cost-benefit analysis /kpst 'benrfit 
a,nzelasis/ noun the process of compar- 
ing the costs and benefits of various pos- 
sible ways of using available resources. 
Also called benefit-cost analysis 

cost centre /'kpst ,sento/ noun a per- 
son or group whose costs can be itemised 
and to which costs can be allocated in ac- 
counts 


cost-cutting /'kost ,katin/ noun the 
process of reducing costs O As a result of 
cost-cutting, we have had to make three 
secretaries redundant. 


cost driver /'kost ,drarvo/ noun a fac- 
tor that determines how much it costs to 
carry out a particular task or project, e.g. 
the amount of resources needed for it, or 
the activities involved in completing it 












































cost-effective 





cost-effective /,knst1 'fektiv/ adjec- 
tive giving good value when compared 
with the original cost O We find advertis- 
ing in the Sunday newspapers very cost- 
effective. 

cost-effectiveness / kost I 
'fektrvnos/, cost efficiency noun the 
quality of being cost-effective O Can we 
calculate the cost-effectiveness of air 
freight against shipping by sea? 

cost factor /‘kost ,fekto/ noun the 
problem of cost 

cost inflation /kpst in'fle1f(a)n/ noun 
same as cost-push inflation 

costing /‘kostin/ noun a calculation of 
the manufacturing costs, and so the sell- 
ing price, of a product O The costings give 
us a retail price of $2.95. O We cannot do 
the costing until we have details of all the 
production expenditure. 

costly /'kostli/ adjective costing a lot of 
money, or costing too much money O De- 
fending the court case was a costly proc- 
ess. O The mistakes were time-consuming 
and costly. 

cost of capital /kvst ov 'kepit(a)l/ 
noun interest paid on the capital used in 
operating a business 

cost of entry /,kost ov ‘entri/ noun 
the cost of going into a market for the first 
time 

cost of goods sold /,kpst ov ,gudz 
'səuld/ noun same as cost of sales 
cost of living /,knst əv 'lıvıy/ noun 
money which has to be paid for basic 
items such as food, heating or rent O to al- 
low for the cost of living in the salary ad- 
justments 

cost-of-living allowance /,kvst ov 
‘Irvin ə,lauəns/ noun an addition to nor- 
mal salary to cover increases in the cost of 
living (NOTE: The US term is COLA.) 
cost-of-living bonus /,kpst əv ‘Irvin 
,baunas/ noun money paid to meet an in- 
crease in the cost of living 
cost-of-living increase /,kvst ov 
‘Irvin ,nkriss/ noun an increase in salary 
to allow it to keep up with the increased 
cost of living 

cost-of-living index /,kpst ov ‘livin 
indeks/ noun a way of measuring the 
cost of living which is shown as a percent- 
age increase on the figure for the previous 
year. It is similar to the consumer price in- 


dex, but includes other items such as the 
interest on mortgages. 

cost of sales /,kpst ov 'serlz/ noun all 
the costs of a product sold, including 
manufacturing costs and the staff costs of 
the production department, before gener- 
al overheads are calculated. Also called 
cost of goods sold 

cost per click-through /kvst po 
'klık @ru:/ noun a method of pricing on- 
line advertising, based on the principle 
that the seller gets paid whenever a visitor 
clicks on an advertisement 

cost plus /,kpst 'plas/ noun a system 
of calculating a price, by taking the cost 
of production of goods or services and 
adding a percentage to cover the suppli- 
er’s overheads and margin O We are 
charging for the work on a cost plus basis. 
cost price /‘kost prats/ noun a selling 
price which is the same as the price, either 
the manufacturing price or the wholesale 
price, which the seller paid for the item 
cost-push inflation /,kost 'puf 1n 
flerf(e@)n/ noun inflation caused by in- 
creased wage demands and increased raw 
materials costs, which lead to higher pric- 
es, which in turn lead to further wage de- 
mands. Also called cost inflation 
costs /kpsts/ plural noun the expenses 
involved in a court case O The judge 
awarded costs to the defendant. O Costs 
of the case will be borne by the prosecu- 
tion. o to pay costs to pay the expenses of 
a court case 

cottage industry /,kvtid3 'mdostr1/ 
noun the production of goods or some 
other type of work, carried out by people 
working in their own homes 

cotton mill /'kotən m1l/ noun a factory 
where raw cotton is processed 

council /‘kaunsol/ noun an official 
group chosen to run something or to ad- 
vise on a problem 

counsel /'kaunsol/ noun a lawyer act- 
ing for one of the parties in a legal action 
O defence counsel O prosecution counsel 
m verb to advise o he counselled caution 
he advised us to act carefully 
counselling /‘kaunsoal1/ noun the act 
of giving professional advice to others on 
personal matters O An office is being set 
up for counselling employees who have 
professional or social problems. O Coun- 
selling helps employees get accustomed 
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coupon 





to their new environment, by offering ad- 
vice and guidance. (NOTE: The US spell- 
ing is counseling.) 
count /kaunt/ verb 1. to add figures to- 
gether to make a total O She counted up 
the sales for the six months to December. 
2. to include something O Did you count 
my trip to New York as part of my sales ex- 
penses? 
count on phrasal verb to expect some- 
thing to happen or to be given to you O 
They are counting on getting a good re- 
sponse from the TV advertising. O Do 
not count on a bank loan to start your 
business. 


counter- /kauntə/ prefix against 


counterbid /‘kauntabid/ noun a high- 
er bid in reply to a previous bid O When I 
bid £20 she put in a counterbid of £25. m 
verb to make a higher bid in reply to a 
previous bid O When I bid £20 he coun- 
terbid £25. 


counter-claim /'kauntə klerm/ noun 
a claim for damages made in reply to a 
previous claim O Jones claimed £25,000 
in damages against Smith, and Smith en- 
tered a counter-claim of £50,000 for loss 
of office. @ verb to put in a counter-claim 
for something O Jones claimed £25,000 
in damages and Smith counter-claimed 
£50,000 for loss of office. 


counterfeit /‘kauntofit/ adjective re- 
ferring to false or imitation money O 
Shops in the area have been asked to look 
out for counterfeit £20 notes. ™@ verb to 
make imitation money 


counterfoil /'kauntoforl/ noun a slip 
of paper kept after writing a cheque, an 
invoice or a receipt, as a record of the deal 
which has taken place 


countermand /,kaunto'ma:ind/ verb 
to say that an order must not be carried 
out O to countermand an order 


counter-offer /‘kauntor ,ofə/ noun a 
higher or lower offer made in reply to an- 
other offer O Smith Ltd made an offer of 
£1m for the property, and Blacks replied 
with a counter-offer of £1.4m. 
‘...the company set about paring costs and 
improving the design of its product. It 
came up with a price cut of 14%, but its 
counter-offer — for an order that was to 
have provided 8% of its workload next 
year — was too late and too expensive’ 
[Wall Street Journal] 


counterpart /'kauntəpa:t/ noun a per- 
son who has a similar job in another com- 
pany John is my counterpart in 
Smith’s John has the same post as I have 
here 
counterparty /'kauntəpa:ti/ noun the 
other party in a deal 
counter-productive /,kaunto pro 
'daktıv/ adjective which has the opposite 
effect to what you expect O Increasing 
overtime pay was counter-productive, the 
workers simply worked more slowly. O 
The MD’s talk about profitability was 
quite counter-productive, as it encour- 
aged the employees to ask for higher wag- 
es. 
countersign /'kauntəsarn/ verb to 
sign a document which has already been 
signed by someone else O All our cheques 
have to be countersigned by the finance 
director. O The sales director counter- 
signs all my orders. 
counter staff /‘kaunto sta:f/ noun 
sales staff who serve behind counters 
countervailing duty /‘kauntoverlm 
,djurti/ noun a duty imposed by a coun- 
try on imported goods, where the price of 
the goods includes a subsidy from the 
government in the country of origin. Also 
called anti-dumping duty 
counting house /'kaunti haus/ 
noun a department dealing with cash 
(dated) 
country /‘kantri/ noun land which is 
separate and governs itself O some Afri- 
can countries export oil O the Organiza- 
tion of Petroleum Exporting Countries O 
The contract covers distribution in the 
countries of the EU. o the managing di- 
rector is out of the country she is on a 
business trip abroad 
country of origin /kantri ov 
‘prid3in/ noun a country where a product 
is manufactured or where a food product 
comes from O All produce must be la- 
belled to show the country of origin. 
couple /'kap(s)I/ noun two things or 
people taken together O We only have 
enough stock for a couple of weeks. O A 
couple of the directors were ill, so the 
board meeting was cancelled. o the ne- 
gotiations lasted a couple of hours the 
negotiations went on for about two hours 
coupon /'ku:ppn/ noun 1. a piece of 
paper used in place of money 2. a piece of 






































coupon ad 





paper which replaces an order form 3. a 
slip of paper attached to a government 
bond certificate which can be cashed to 
provide the annual interest 


coupon ad /'ku:ppn æd/ noun an ad- 
vertisement with a form attached, which 
you cut out and return to the advertiser 
with your name and address for further in- 
formation 


courier /‘kuria/ noun a person or com- 
pany which arranges to carry parcels or 
take messages from one place another in 
a town E verb to send by courier O We 
will courier the package to your hotel. 


course /kos:s/ noun 1. o in the course 
of during or while something is happen- 
ing O In the course of the discussion, the 
managing director explained the compa- 
ny’s expansion plans. O Sales have risen 
sharply in the course of the last few 
months. 2. a series of lessons or a pro- 
gramme of instruction O She has finished 
her secretarial course. O The company 
has paid for her to attend a course for 
trainee sales managers. O Management 
trainees all took a six-month course in 
business studies. O The training officer 
was constantly on the lookout for new 
courses in management studies. O The 
company sent her on a management 
course. 3. o of course naturally O Of 
course the company is interested in prof- 
its. O Are you willing to go on a sales trip 
to Australia? — Of course! 


court /ko:t/ noun a place where a judge 
listens to a case and decides legally which 
of the parties in the argument is right o to 
take someone to court to tell someone to 
appear in court to settle an argument 


court case /'ko:t kers/ noun a legal ac- 
tion or trial 


court order /,ko:t 'o:da/ noun a legal 
order made by a court, telling someone to 
do or not to do something 


covenant /‘kavonont/ noun a legal 
contract m verb to agree to pay annually a 
specified sum of money to a person or or- 
ganisation by contract. When payments 
are made under covenant to a charity, the 
charity can reclaim the tax paid by the 
donee. © to covenant to pay £10 per an- 
num 


Coventry /‘kvvontri/ o to send some- 
one to Coventry to refuse to speak to or 


















































for this loan? 4. 


to have any dealings with someone, espe- 
cially a fellow-worker O After he told the 
management about the thefts, the other 
workers sent him to Coventry. O Workers 
who carried on working were sent to Cov- 
entry after the strike ended. 


cover /'kavo/ noun 1. the proportion of 
a target audience reached by advertising 
2. the protection guaranteed by insurance 
to operate without adequate cover to 
operate without being protected by 
enough insurance o to ask for additional 
cover to ask the insurance company to in- 
crease the amount for which you are in- 
sured 3. an amount of money large 
enough to guarantee that something can 
be paid for O Do you have sufficient cover 
to send something un- 
der separate cover in a separate enve- 
lope o to send a magazine under plain 
cover in an ordinary envelope with no 
company name printed on it m verb 1. to 
provide protection by insurance against 
something O The insurance covers fire, 
theft and loss of work. o the damage was 
covered by the insurance the damage 
was of a kind that the insurance policy 
protects against or the insurance company 
paid enough money to enable the damage 
to be repaired o to be fully covered to 
have insurance against all risks 2. to have, 
earn or provide enough money to pay for 
something O We do not make enough 
sales to cover the expense of running the 
shop. O Breakeven point is reached when 
sales cover all costs. o to cover a posi- 
tion to have enough money to be able to 
pay for a forward purchase 3. to earn 
enough money to pay for costs, expenses, 
etc. O We do not make enough sales to 
cover the expense of running the shop. O 
Breakeven point is reached when sales 
cover all costs. o the dividend is covered 
four times profits are four times the divi- 
dend paid out 4. to ask for security against 
a loan which you are making 
“...three export credit agencies have 
agreed to provide cover for large projects 
in Nigeria’ [Business Times (Lagos)] 
coverage /'kav(a)rid3/ noun US pro- 
tection guaranteed by insurance O Do you 
have coverage against fire damage? 
“...from a PR point of view it is easier to 


get press coverage when you are selling an 
industry and not a brand’ [PR Week] 


































































































credibility gap 





cover charge /'kavə tfa:d3/ noun (in 
restaurants) a charge for a place at the ta- 
ble in addition to the charge for food 
covering letter /,kavorin 'leto/, cov- 
ering note /,kavarin 'nout/ noun a let- 
ter sent with documents to say why they 
are being sent 
cover note /'kava nout/ noun a letter 
from an insurance company giving details 
of an insurance policy and confirming 
that the policy exists 
cowboy /'kaubor/ noun a workman 
who does bad work and charges a high 
price O The people we got in to repaint 
the office were a couple of cowboys. 
cowboy outfit /,kau,bor 'autfit/ noun 
company which does bad work and charg- 
es high prices 
CPI abbr Consumer Price Index 
Cr, CR abbr credit 
crane /krein/ noun a machine for lifting 
heavy objects O The container slipped as 
the crane was lifting it onto the ship. O 
They had to hire a crane to get the ma- 
chine into the factory. 
crash /kræf/ noun a financial collapse 
O The financial crash caused several 
bankruptcies. O He lost all his money in 
the crash of 1929. m verb to collapse fi- 
nancially O The company crashed with 
debts of over £1 million. 
crash-test /'kræf test/ verb to estab- 
lish the safety and reliability of something 
by testing it in different ways 
crate /kreit/ noun a large wooden box O 
a crate of oranges ™ verb to put goods 
into crates 
creaming /'kriimıy/ noun the act of 
fixing a high price for a product in order 
to achieve high short-term profits 
create /kri'ert/ verb to make something 
new O By acquiring small unprofitable 
companies he soon created a large manu- 
facturing group. O The government 
scheme aims at creating new jobs for 
young people. 
“...he insisted that the tax advantages he 
directed towards small businesses will 
help create jobs and reduce the unemploy- 
ment rate’ [Toronto Star] 
creation /kri'e1f(9)n/ noun the process 
of making something 
creative /kri'e1t1v/ noun someone who 
works in the conceptual or artistic side of 
a business 


“...agencies are being called on to produce 
great creative work and at the same time 
deliver value for money’ [Marketing 
Week] 
creative accountancy /kri,ertrv ə 
‘kauntin/, creative accounting noun 
an adaptation of a company’s figures to 
present a better picture than is correct, 
usually intended to make a company 
more attractive to a potential buyer, or 
done for some other reason which may 
not be strictly legal 
COMMENT: Creative accounting is the 
term used to cover a number of account- 
ing practices which, although legal, may 
be used to mislead banks, investors and 
shareholders about the profitability or li- 
quidity of a business. 
creative destruction /kri,ertiv dr 
'strAkf(9)n/ noun a term used to describe 
the process in which in existing goods, 
services, or organisations are replaced by 
new ones as a result of innovation (NOTE: 
The term was very popular during the 
dot-com boom of the late 1990s and 
early 2000s.) 
creative director /kri,ettiv dar 
'rektə/ noun an employee of an advertis- 
ing agency who is in overall charge of 
finding the right words and images to pro- 
mote the product during an advertising 
campaign 
creative selling /kri,ettiv 'seltn/ 
noun a sales technique where the main 
emphasis is on generating new business 
creativity /,kri:er'trviti/, creative 
thinking /kri,e1tiv 'Omkiy/ noun the 
ability to use the imagination to produce 
new ideas or things 
crèche /kref/ noun a special room or 
building on a company’s premises where 
babies and small children can be looked 
after O The company provides crèche fa- 
cilities for its staff. Compare nursery 
credentials /kri'denfalz/ plural noun 
letters or documents which describe a 
person’s qualities and skills O The new 
production manager has very impressive 
credentials. 
credere /'kreidori/ noun» del credere 
agent 
credibility /,kredr'biliti/ noun the state 
of being trusted 
credibility gap /,kredi'biliti gæp/ 
noun a discrepancy between claims for a 
product made by the manufacturer and 


credit 





acceptance of these claims by the target 
audience O The credibility gap that we 
face is partly due to our product’s bad 
performance record. ù source credibili- 
ty 

credit /‘kredit/ noun 1. a period of time 
allowed before a customer has to pay a 
debt incurred for goods or services O to 
give someone six months’ credit O to sell 
on good credit terms o letter of credit (L 
or C) a letter from a bank, allowing some- 
one credit and promising to repay at a lat- 
er date o to open a line of credit, a credit 
line to make credit available to someone 
on credit without paying immediately 
O to live on credit O We buy everything on 
sixty days credit. O The company exists on 
credit from its suppliers. 2. an amount en- 
tered in accounts to show a decrease in as- 
sets or expenses or an increase in liabili- 
ties, revenue or capital. In accounts, cred- 
its are entered in the right-hand column. O 
to enter £100 to someone’s credit O to pay 
in £100 to the credit of Mr Smith Compare 
debit o account in credit an account 
where the credits are higher than the deb- 
its M verb to put money into someone’s 
account, or to note money received in an 
account O to credit an account with £100 
or to credit £100 to an account 


credit account /‘kredit 9,kaunt/ 
noun an account which a customer has 
with a shop which allows him or her to 
buy goods and pay for them later 


credit agency /‘kredit ,e1dzansi/ 
noun a company which reports on the 
creditworthiness of customers to show 
whether they should be allowed credit 


credit balance /'kredit ,belons/ 
noun a balance in an account showing 
that more money has been received than is 
owed O The account has a credit balance 
of £100. 


credit bank /‘kredit benk/ noun a 
bank which lends money 


credit card /‘kredit ka:d/ noun a plas- 
tic card which allows you to borrow mon- 
ey and to buy goods without paying for 
them immediately. You must pay the bal- 
ance to the credit card company at a later 
date. 

credit card holder /'kredit kaid 
shaulda/ noun 1. a person who has a 
credit card 2. a plastic wallet for keeping 
credit cards 


















































credit card sale /‘kredit ka:d ,serl/ 
noun the act of selling where the buyer 
uses a credit card to pay 

credit column /‘kredit ,koləm/ noun 
the right-hand column in accounts show- 
ing money received 

credit control /‘kredit kon,traul/ 
noun a check that customers pay on time 
and do not owe more than their credit lim- 
it 

credit controller /‘kredit kon,traulo/ 
nouna member of staff whose job is to try 
to get payment of overdue invoices 
credit entry /‘kredit ,entri/ noun an 
entry on the credit side of an account 
credit facilities /‘kredit fo,silitiz/ 
plural noun an arrangement with a bank 
or supplier to have credit so as to buy 
goods 

credit freeze /'kredit fri:z/ noun a pe- 
riod when lending by banks is restricted 
by the government 

credit history /‘kredit „hıst(ə)ri/ 
noun a record of how a potential borrower 
has repaid his or her previous debts 
credit limit /‘kredit ,lrmit/ noun the 
largest amount of money which a custom- 
er can borrow o he has exceeded his 
credit limit he has borrowed more money 
than he is allowed to 

credit note /‘kredit navt/ noun a note 
showing that money is owed to a custom- 
er O The company sent the wrong order 
and so had to issue a credit note. Abbre- 
viation C/N 

creditor /'kredita/ noun a person or 
company that is owed money, i.e. a com- 
pany’s creditors are its liabilities 
creditors /‘kreditoz/ noun a list of all 
liabilities in a set of accounts, including 
overdrafts, amounts owing to other com- 
panies in the group, trade creditors, pay- 
ments received on account for goods not 
yet supplied, etc. 

creditors’ meeting  /‘kreditoz 
,mi:t1ı9/ noun a meeting of all the people 
to whom an insolvent company owes 
money, to decide how to obtain the money 
owed 

credit rating /‘kredit ,rett1n/ noun an 
amount which a credit agency feels a cus- 
tomer will be able to repay 
credit-reference agency /‘kredit 
refar(o)ns ,e1dzansi/ noun a company 














criticise 





used by businesses and banks to assess 
the creditworthiness of people 

credit references /'kredit 
irefar(a)nsiz/ plural noun details of per- 
sons, companies or banks who have given 
credit to a person or company in the past, 
supplied as references when opening a 
credit account with a new supplier 
credit sale /‘kredit se1l/ noun a sale 
where the purchaser will pay for the 
goods bought at a later date 

credit side /'kredit said/ noun the 
right-hand column of accounts showing 
money received 

credit squeeze /'kredit skwi:z/ noun 
a period when lending by the banks is re- 
stricted by the government 

credit transfer /‘kredit ,trensfs:/ 
noun an act of moving money from one 
account to another 

credit union /‘kredit ,ju:njon/ noun a 
group of people who pay in regular de- 
posits or subscriptions which earn interest 
and are used to make loans to other mem- 
bers of the group 

creditworthiness /'kredit ,w3:dinos/ 
noun the ability of a customer to pay for 
goods bought on credit 

creditworthy /‘kreditw3:6i/ adjective 
having enough money to be able to buy 
goods on credit O We will do some checks 
on her to see if she is creditworthy. 

crew /kru:/ noun a group of people who 
work on a plane, ship, etc. O The ship car- 
ries a crew of 250. 

crime /kraim/ noun an act which is 
against the law O Crimes in supermarkets 
have risen by 25%. 

criminal /'krımın(ə)l/ adjective illegal 
O Misappropriation of funds is a criminal 
act. 

criminal action /,krimin(o)l ‘ek fon/ 
noun a court case brought by the state 
against someone who is charged with a 
crime 

criminal negligence /,krimm(a)l 
'neglıdzəns/ noun failure to do a duty 
with the result that harm is done to the in- 
terests of people 

criminal record /,krimin(9)l 'reko:d/ 
noun same as police record 

crisis /'krarsıs/ noun a serious econom- 
ic situation where decisions have to be 
taken rapidly O a banking crisis O The 


from the bank have reached crisis level. 


government stepped in to try to resolve 
the international crisis. O Withdrawals 














to take crisis measures to take severe 
measures rapidly to stop a crisis develop- 
ing 

crisis management /'krarsıs 
;meenid3mont/ noun actions taken by an 
organisation to protect itself when unex- 
pected events or situations occur that 
could threaten its success or continued 
operation (NOTE: Crisis situations may 
result from external factors such as the 
development of a new product by a com- 
petitor or changes in legislation, or from 
internal factors such as a product failure 
or faulty decision-making, and often in- 
volve the need to make quick decisions 
on the basis of uncertain or incomplete 
information.) 

critical mass /,kritrk(a)l 'mzes/ noun 
the point at which an organisation or a 
project is generating enough income or 
has gained a large enough market share to 
be able to survive on its own or to be 
worth investing more money or resources 
in 

critical path analysis /,kritrk(o)l 
'pa:0 9,nzlasts/ noun an analysis of the 
way a project is organised in terms of the 
minimum time it will take to complete, 
calculating which parts can be delayed 
without holding up the rest of the project 
critical-path method /,kritrk(o)l 
'pa:0 ,me@ad/ noun a technique used in 
project management to identify the activ- 
ities within a project that are critical to its 
success, usually by showing on a diagram 
or flow chart the order in which activities 
must be carried out so that the project can 
be completed in the shortest time and at 
the least cost 

critical restructuring /,kritik(9)l ri: 
'straktJSorin/ noun major changes in the 
economy or society that lead to a basic re- 
shaping of previous forms of organisation 
critical success factors /,kritrk(9)l 
sok'ses faektaz/ plural noun the aspects 
of a business that are considered to be 
most necessary for it to be able to achieve 
its aims and continue to operate success- 
fully over time 

criticise /'kritisaiz/, criticize /‘krit1 
,SaiZz/ verb to say that something or some- 
one is wrong or is working badly O The 
MD criticised the sales manager for not 
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improving the volume of sales. O The de- 
sign of the new catalogue has been criti- 
cised. 
CRM abbr customer relations manage- 
ment or customer relationship manage- 
ment 
CRO abbr Companies Registration Of- 
fice 
crore /kro:/ noun (in India) ten million 
(NOTE: One crore equals 100 lakh.) 
“...the company clocked a sales turnover 
of Rs.7.09 crore and earned a profit after 
tax of Rs.10.39 lakh on an equity base of 
Rs.14 lakh’ [Business India] 
“...the turnover for the nine months ended 
December 31 registered a 6.26 per cent in- 
crease to Rs. 87.91 crores from Rs. 82.73 
crores in the corresponding period last 
year’ [The Hindu] 
cross /kros/ verb o to cross a cheque to 
write two lines across a cheque to show 
that it has to be paid into a bank 
COMMENT: Crossed cheques have the 
words ‘A/C payee’ printed in the space 
between the two vertical lines: all British 
cheques are now printed in this way. 
This means that the cheque can only be 
paid into a bank, and only into the ac- 
count of the person whose name is writ- 
ten on it —it cannot be endorsed to a third 
party. 
cross off phrasal verb to remove 
something from a list O He crossed my 
name off his list. O You can cross him off 
our mailing list. 
cross out phrasal verb to put a line 
through something which has been writ- 
ten O She crossed out £250 and put in 
£500. 
crossed cheque /,krpst 'tfek/ noun 
a cheque with two lines across it showing 
that it can only be deposited at a bank and 
not exchanged for cash 
crossed line /,krost ‘lam/ noun the 
result of two telephone conversations get- 
ting mixed 
cross holding /'kros ,hauldin/ nouna 
situation where two companies own 
shares in each other in order to stop either 
from being taken over O The two compa- 
nies have protected themselves from take- 
over by a system of cross holdings. 
cross rate /'kros rert/ noun an ex- 
change rate between two currencies ex- 
pressed in a third currency 
cross-selling /,kros 'selm/ noun the 
selling of a new product which goes with 














another product a customer has already 
bought 

crude (oil) /‘kru:d ə1l/ noun raw petro- 
leum, taken from the ground O The price 


for Arabian crude has slipped. 


crude petroleum = /kru:d pə 
‘trouliom/ noun raw petroleum which 
has not been processed 

cryptography /krip'tografi/ noun 
the use of codes and ciphers, especially as 
a way of restricting access to part or all of 
a website, so that only a user with a key 
can read the information 

cubic /'kju:brk/ adjective measured in 
volume by multiplying length, depth and 
width O The crate holds six cubic metres. 
cubic measure /,kju:bik 'me3ə/ 
noun volume measured in cubic feet or 
metres, calculated by multiplying height, 
width and length 

cue /kju:/ noun a factor that makes a 
high-value product different from an ordi- 
nary commodity 

cum /kam/ preposition with 

cum coupon /kam 'ku:ppn/ adverb 
with a coupon attached or before interest 
due on a security is paid 

cum dividend /kam 'dividend/, cum 
div adverb including the next dividend 
still to be paid 

cumulative /‘kju:mjoulotiv/ adjective 
added to regularly over a period of time 
cumulative interest /,kju:mjulotiv 
‘Intrast/ noun the interest which is added 
to the capital each year 


cumulative preference share 
/,kju:mjulotrv 'pref(a)rons feə/, cu- 
mulative preferred stock 


/,kju:rmjoulotrv pri,fs:d 'stok/ noun a 
preference share which will have the div- 
idend paid at a later date even if the com- 
pany is not able to pay a dividend in the 
current year 
currency /‘karonsi/ noun 1. money in 
coins and notes which is used in a partic- 
ular country 2. a foreign currency, the 
currency of another country (NOTE: Cur- 
rency has no plural when it refers to the 
money of one country: He was arrested 
trying to take currency out of the coun- 
try.) 
“...today’s wide daily variations in ex- 
change rates show the instability of a sys- 
tem based on a single currency, namely the 
dollar’ [Economist] 
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“...the level of currency in circulation in- 
creased to N4.9 billion in the month of Au- 
gust’ [Business Times (Lagos)] 


currency backing /‘karonsi ,bek1n/ 
noun gold or government securities 
which maintain the strength of a currency 


currency basket /'karansi ,ba:skit/ 
nouna group of currencies, each of which 
is weighted, calculated together as a sin- 
gle unit against which another currency 
can be measured 


currency note /'karonsi nout/ noun a 
bank note 


currency reserves /‘karonsi ri 
,Z3:vz/ noun foreign money held by a 
government to support its own currency 
and to pay its debts 
current /'karont/ adjective referring to 
the present time O the current round of 
wage negotiations 
“...crude oil output plunged during the 
past month and is likely to remain at its 
current level for the near future’ 
[Wall Street Journal] 


current account /‘karont o,kaunt/ 
noun 1. an account in an bank from which 
the customer can withdraw money when 
he or she wants. Current accounts do not 
always pay interest. O to pay money into 
a current account Also called cheque 
account (NOTE: The US term is check- 
ing account.) 2. an account of the bal- 
ance of payments of a country relating to 
the sale or purchase of raw materials, 
goods and invisibles 
“...a surplus in the current account is of 
such vital importance to economists and 
currency traders because the more Japa- 
nese goods that are exported, the more dol- 
lars overseas customers have to pay for 
these products. That pushes up the value of 
the yen’ [Nikkei Weekly] 
“...customers’ current deposit and current 
accounts also rose to $655.31 million at 
the end of December’ [Hongkong Stand- 
ard] 
current assets /,karənt 'æsets/ plu- 
ral noun the assets used by a company in 
its ordinary work, e.g. materials, finished 
goods, cash and monies due, and which 
are held for a short time only 


current cost accounting / karont 
'kpst 9,kauntin/ noun a method of ac- 
counting which notes the cost of replac- 
ing assets at current prices, rather than 


valuing assets at their original cost. Ab- 
breviation CCA 

current liabilities /,karont larə 
‘bilitiz/ plural noun the debts which a 
company has to pay within the next ac- 
counting period. In a company’s annual 
accounts, these would be debts which 
must be paid within the year and are usu- 
ally payments for goods or services re- 
ceived. 


currently /'karontli/ adverb at the 
present time O We are currently negotiat- 
ing with the bank for a loan. 


current price /,karənt 'prars/ noun 
today’s price 

current rate of exchange /,karont 
rert ov 1ks'tfeind3/ noun today’s rate of 
exchange 


current yield /,karont ‘ji:ld/ noun a 
dividend calculated as a percentage of the 
current price of a share on the stock mar- 
ket 


curriculum vitae = /ka,rrkjulom 
'virtai/ noun a summary of a person’s 
work experience and qualifications sent 
to a prospective employer by someone ap- 
plying for a job O Candidates should send 
a letter of application with a curriculum 
vitae to the HR manager. O The curricu- 
lum vitae listed all the candidate’s previ- 
ous jobs and her reasons for leaving 
them. Abbreviation CV (NOTE: The plural 
is curriculums or curricula vitae. The 
US term is résumé.) 


curve /ksrv/ noun a line which is not 
straight, e.g. a line on a graph O The 
graph shows an upward curve. 

cushion /'kuf(ə)n/ noun money which 
allows a company to pay interest on its 
borrowings or to survive a loss O We have 
sums on deposit which are a useful cush- 
ion when cash flow is tight. 


custom /'kastom/ noun 1. the use of a 
shop by regular shoppers o to lose some- 
one’s custom to do something which 
makes a regular customer go to another 
shop 2. a thing which is usually done O /t 
is the custom of the book trade to allow 
unlimited returns for credit. o the cus- 
toms of the trade the general way of 
working in a trade 


custom-built /‘kastom bilt/ adjective 
made specially for one customer O He 
drives a custom-built Rolls Royce. 
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customer /‘kastomo/ noun a person or 
company that buys goods O The shop was 
full of customers. O Can you serve this 
customer first please? O She’s a regular 
customer of ours. (NOTE: The customer 
may not be the consumer or end user of 
the product.) 
“...unless advertising and promotion is 
done in the context of an overall customer 
orientation, it cannot seriously be thought 
of as marketing’ [Quarterly Review of 
Marketing] 


customer appeal /'kastamor 9,pi:l/ 
noun what attracts customers to a product 


customer capital /,kastomo 
'kæpıt(ə)l/ noun an organisation’s rela- 
tionships with its customers considered as 
a business asset 

customer care /,kastama 'kea/ noun 
the activity of looking after customers, so 
that they do not become dissatisfied 


customer-centric model /,kastomo 
‘sentrik ,mpd(a)I/ noun a business mod- 
el that is based on an assessment of what 
the customer needs 


customer focus /,kastomoa 'fəukəs/ 
noun the aiming of all marketing opera- 
tions towards the customer 


customer loyalty /,kastama 'lorolti/ 
noun the feeling of customers who al- 
ways shop at the same shop 
‘...a difficult market to get into, China 
nevertheless offers a high degree of cus- 
tomer loyalty once successfully entered’ 
[Economist] 
customer profile /,kastamo 
‘proufail/ noun a description of an aver- 
age customer for a product or service O 
The customer profile shows our average 
buyer to be male, aged 25-30, and em- 
ployed in the service industries. 


customer profitability /,kastomo 
\profita'brliti/ noun the amount of profit 
generated by each individual customer. 
Usually a small percentage of customers 
generate the most profit. 


customer relationship manage- 
ment /,kastoma ri,lerf(a)nJip 
'meenid3mont/ noun an approach to 
management that focuses on building and 
maintaining long-term relationships with 
customers through the use of, e.g., loyalty 
cards, special credit cards and Internet 
contacts. Abbreviation CRM 


customer satisfaction /,kastomo 
sætıs'fækfən/ noun the act of making 
customers pleased with what they have 
bought 


customer service /,kastamo 's3:vis/ 
noun a service given to customers once 
they have made their decision to buy, in- 
cluding delivery, after-sales service, in- 
stallation, training, etc. 


customer service department 
/,kastamo 's3ivis di,pa:tmont/ noun a 
department which deals with customers 
and their complaints and orders 


customisation /,kastomat'ze1J(a)n/, 
customization noun the process of mak- 
ing changes to products or services that 
enable them to satisfy the particular needs 
of individual customers 


customise /'kastomaiz/, customize 
verb to change something to fit the spe- 
cial needs of a customer O We use custom- 
ised computer terminals. 


customs /'kastamz/ plural noun the 
government department which organises 
the collection of taxes on imports, or an 
office of this department at a port or air- 
port O He was stopped by customs. O Her 
car was searched by customs. o to go 
through customs to pass through the area 
of a port or airport where customs offi- 
cials examine goods o to take something 
through customs to carry something ille- 
gal through a customs area without de- 
claring it o the crates had to go through 
a customs examination the crates had to 
be examined by customs officials 


customs barrier /'kastəmz ,berio/ 
noun customs duty intended to make 
trade more difficult 


customs broker /'kastamz ,brauko/ 
noun a person or company that takes 
goods through customs for a shipping 
company 

customs clearance /'kastəmz 
iklrorons/ noun 1. the act of passing 
goods through customs so that they can 
enter or leave the country 2. a document 
given by customs to a shipper to show that 
customs duty has been paid and the goods 
can be shipped O to wait for customs 
clearance 


customs declaration /'kastomz 


dekla,re1f(a)n/ noun a statement show- 
ing goods being imported on which duty 
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will have to be paid O to fill in a customs 
declaration form 

customs duty /'kastomz ,djutti/ 
noun a tax on goods imported into a 
country 


customs entry point /,kastomz 
‘entri pornt/ noun a place at a border be- 
tween two countries where goods are de- 
clared to customs 


customs examination /‘kastamz 1g 
,zeminelf(a)n/ noun an inspection of 
goods or baggage by customs officials 
customs formalities /‘kastomz fo: 
meelitiz/ plural noun a declaration of 
goods by the shipper and examination of 
them by customs 


customs officer /‘kastamz ,vf1so/ 
noun a person working for the Customs 
and Excise Department 
customs Official /‘kastomz 9,f1f()l/ 
noun a person working for the Customs 
and Excise Department 


customs seal /‘kastomz si:l/ noun a 
seal attached by a customs officer to a 
box, to show that the contents have not 
passed through customs 


customs tariff /‘kastomz_,terrf/ 
nouna list of taxes to be paid on imported 
goods 

customs union /‘kastomz ,ju:njon/ 
noun an agreement between several 
countries that goods can travel between 
them, without paying duty, while goods 
from other countries have to pay special 
duties 


cut /kat/ noun 1. the sudden lowering of 
a price, salary or the number of jobs O 
price cuts or cuts in prices 0 he took a cut 
in salary, he took a salary cut he accept- 
ed a lower salary 2. a share in a payment 
O She introduces new customers and gets 
a cut of the sales rep’s commission. W 
verb 1. to lower something suddenly O 
We are cutting prices on all our models. O 
We have taken out the second telephone 
line in order to try to cut costs. 0 to cut 
(back) production to reduce the quantity 
of products made 2. to reduce the number 
of something o to cut jobs to reduce the 
number of jobs by making people redun- 
dant o he cut his losses he stopped doing 
something which was creating a loss 
“...state-owned banks cut their prime rates 
a percentage point to 11%’ [Wall Street 
Journal] 


















































*...the US bank announced a cut in its 
prime from 10% per cent to 10 per cent’ 
[Financial Times] 
‘Opec has on average cut production by 
one third since 1979’ [Economist] 
cut in phrasal verb o to cut someone 
in on a deal to give someone a share in 
the profits of a deal (informal) 
cut down (on) phrasal verb to reduce 
suddenly the amount of something used 
O The government is cutting down on 
welfare expenditure. O The office is try- 
ing to cut down on electricity consump- 
tion. O We have installed networked 
computers to cut down on paperwork. 
cutback /'katbek/ noun a reduction O 
cutbacks in government spending 
cut-price store /,kat prais 'sto:/ 
noun a store selling cut-price goods 
cut-throat competition /kat 6raut 
\kompo'tif(a)n/ noun sharp competition 
which cuts prices and offers high dis- 
counts 
cutting /‘katin/ noun a piece cut out of 
a publication which refers to an item of 
particular interest 
cutting-edge /,katin 'ed3/ adjective 
using or involving the latest and most ad- 
vanced techniques and technologies 
CV abbrcurriculum vitae O Please apply 
in writing, enclosing a current CV. 
CWO abbr cash with order 
cybercrime /'satbokraim/ noun a 
crime committed using the Internet 
cyber mall /'sarbo ma:l/ noun a web- 
site that provides information and links 
for a number of online businesses 
cybershopping /'satbo,fopiy/ noun 
the activity of making purchases using the 
Internet 
cycle /'satk(a)l/ noun a set of events 
which happen in a regularly repeated se- 
quence 
cyclical /'sıklık(ə)l/ adjective happen- 
ing in cycles 
cyclical factors /,stklik(a)l 'fektoz/ 
plural noun the way in which a trade cy- 
cle affects businesses 
cyclicals /‘stklik(9)lz/ plural noun 
shares which move up and down in cycles 
“...consumer cyclicals such as general re- 
tailers should in theory suffer from rising 
interest rates. And food retailers in partic- 
ular have cyclical exposure without price 
power’ [Investors Chronicle] 
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daily /‘detli/ adjective done every day 
daily production of cars number of cars 
produced each day o daily interest, in- 
terest calculated daily or on a daily ba- 
sis a rate of interest calculated each day 
and added to the principal 
daily consumption /derli kon 
‘sampfan/ noun an amount used each 
day 
daily sales returns /,deli 'serlz ri 
,ts:nz/ plural noun reports of sales made 
each day 
damage /'dæmıd3/ noun harm done to 
things o fire damage damage caused by a 
fire o storm damage damage caused by a 
storm o to suffer damage to be harmed O 
We are trying to assess the damage which 
the shipment suffered in transit. to 
cause damage to harm something O The 
fire caused damage estimated at 
£100,000. @ verb to harm O the storm 
damaged the cargo O They are holding a 
sale of stock which has been damaged by 
water. 
damaged /'deemid3d/ adjective which 
has suffered damage or which has been 
harmed O goods damaged in transit 
damages /'dæmıd3ız/ plural noun 
money claimed as compensation for harm 
done O to claim £1000 in damages O to be 
liable for damages © to pay £25,000 in 
damages o to bring an action for dam- 
ages against someone to take someone to 
court and claim damages 
damage survey /'demid3 ,s3:ve1/ 
noun a report on the amount of damage 
done 
damp down phrasal verb to reduce O 
to damp down demand for domestic 
consumption of oil 
D & B abbr Dun & Bradstreet 
danger /‘deind39/ noun 1. the possibil- 
ity of being harmed or killed O The old 



















































































machinery poses a danger to the work- 


force. O The red light means danger. 2. 


the likelihood or possibility of something 
there is no danger of the sales force 
leaving it is not likely that the sales force 
will leave o in danger of which may eas- 
ily happen O The company is in danger of 
being taken over. O She is in danger of be- 
ing made redundant. 

danger money /'deind3o ,mani/ 
noun extra money paid to employees in 
dangerous jobs O The workforce has 
stopped work and asked for danger mon- 
ey. O He decided to go to work on an oil 
rig because of the danger money offered 
as an incentive. 

dangerous /'deind3aras/ adjective 
which can be harmful o dangerous job a 
job where the workers may be hurt or 
killed 

data /'dertə/ noun information available 
on computer, e.g. letters or figures O All 
important data on employees was fed into 
the computer. O To calculate the weekly 
wages, you need data on hours worked 
and rates of pay. (NOTE: takes a singular 
or plural verb) 

data acquisition /‘deita ækwı 
,z1J(a)n/ noun the act of gathering infor- 
mation about a subject 

data bank /'dertə bæņk/ noun a store 
of information in a computer 

database /'deitabeis/ noun a set of 
data stored in an organised way in a com- 
puter system O We can extract the lists of 
potential customers from our database. 
data capture /‘deito ,kæptfə/, data 
entry /,derto 'entri/ noun the act of 
putting information onto a computer by 
keyboarding or by scanning 

data cartridge /‘detto ,ka:trid3/ 
noun a stiff box with magnetic tape in- 
side, used for recording data from a com- 
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puter O Copy the information from the 
computer onto a cartridge. 


data mining /'dertə ,marnıy/ noun the 
use of advanced software to search online 
databases and identify statistical patterns 
or relationships in the data that may be 
commercially useful 


data processing /,deito 'prousesin/ 
noun the act of selecting and examining 
data in a computer to produce information 
in a special form 

data protection /'dertə pro,tekJon/ 
noun making sure that computerised in- 
formation about people is not misused 


data retrieval /,deito ri'tri:v(o)l/ 
noun the act of getting information from 
the data stored in a computer 


data transfer /,derto træns'f3:/ noun 
1. the action or process of moving data 
from one location to another, e.g. of 
downloading data from a website onto a 
computer 2. the amount of data down- 
loaded from a website (NOTE: This infor- 
mation can be useful as a way measur- 
ing the number of visitors a website re- 
ceives.) 


data warehouse /'dertə ,weshaus/ 
noun a large collection data that is col- 
lected over a period of time from different 
sources and stored on a computer in a 
standard format so that is easy to retrieve. 
It can be used, e.g., to support managerial 
decision-making. (NOTE: Organisations 
often use data warehouses for market- 
ing purposes, for example, in order to 
store and analyse customer informa- 
tion.) 


date /deit/ noun 1. the number of the 
day, month and year O J have received 
your letter of yesterday’s date. a date of 
receipt the date when something is re- 
ceived 2. o to date up to now o interest 
to date interest up to the present time 3. 
up to date current, recent or modern O an 
up-to-date computer system 4. o out of 
date old-fashioned, no longer modern O 
Their computer system is years out of 
date. © They are still using out-of-date 
machinery. @ verb to put a date on a doc- 
ument O The cheque was dated March 
24th. O You forgot to date the cheque. 0 to 
date a cheque forward to put a later date 
than the present one on a cheque 










































































date coding /‘deit ,koudin/ noun the 
act of showing the date by which a prod- 
uct should be consumed 


dated /'dertıd/ adjective 1. with a date 
written on it O Thank you for your letter 
dated June 15th. 2. out-of-date O The un- 
ions have criticised management for its 
dated ideas. 


date of bill /,dert əv 'bil/ noun a date 
when a bill will mature 


date of maturity /dert ov mə 
'tjuoriti/ noun same as maturity date 


date stamp /'dert stemp/ noun a 
stamp with rubber figures which can be 
moved, used for marking the date on doc- 
uments 


dawn raid /do:n 'retd/ noun a sudden 
planned purchase of a large number of a 
company’s shares at the beginning of a 
day’s trading (NOTE: Up to 15% of a com- 
pany’s shares may be bought in this 
way, and the purchaser must wait for 
seven days before purchasing any more 
shares. Sometimes a dawn raid is the 
first step towards a takeover of the target 
company.) 

day /de1/ noun 1. a period of 24 hours O 
There are thirty days in June. O The first 
day of the month is a public holiday. 
days of grace the time given to a debtor 
to repay a loan, to pay the amount pur- 
chased using a credit card, or to pay an in- 
surance premium O Let’s send the cheque 
at once since we have only five days of 
grace left. O Because the shopowner has 
so little cash available, we will have to al- 
low him additional days of grace. 2. a pe- 
riod of work from morning to night o she 
works three days on, two days off she 
works for three days, then has two days’ 
holiday o to work an eight-hour day to 
spend eight hours at work each day 3. one 
of the days of the week 


day book /'der buk/ noun a book with 
an account of sales and purchases made 
each day 


day in the sun /,de1 1n 60 'san/ noun 
the period of time during which a product 
is in demand and sells well in the market- 
place (informal) 

day release /,de1 ri'lits/ noun an ar- 
rangement where a company allows an 
employee to go to college to study for one 
or two days each week O The junior sales 
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manager is attending a day release 
course. 

day shift /‘der fıft/ noun a shift worked 
during the daylight hours 

day-to-day /,der tə 'de1/ adjective or- 
dinary or going on all the time O He or- 
ganises the day-to-day running of the 
company. O Sales only just cover the day- 
to-day expenses. 

day trader /‘der ,tre1da/ noun a person 
who buys shares and sells them within the 
same day 

day trading /'der ,tretdm/ noun the 
activity of buying shares and selling them 
within the same day 

day worker /'der ,wa:ko/ noun a per- 
son who works the day shift 

DCF abbr discounted cash flow 

dead /ded/ adjective not working o the 
line went dead the telephone line sud- 
denly stopped working 

dead account /,ded a'kaunt/ noun an 
account which is no longer used 

dead capital /,ded 'keprt(9)l/ noun 
money which is not invested to make a 
profit 

dead-cat bounce /,ded ket 'bauns/ 
noun a slight rise in a share price after a 
sharp fall, showing that some investors 
are still interested in buying the share at 
the lower price, although further sharp 
falls will follow 

dead end /ded 'end/ noun a point 
where you cannot go any further forward 
O Negotiations have reached a dead end. 
dead end job /,ded end 'd3nb/ noun a 
job where there are no chances of promo- 
tion 

dead freight /,ded 'freit/ noun pay- 
ment by a charterer for unfilled space in a 
ship or plane O Too much dead freight is 
making it impossible for the company to 
continue to charter ships. 

deadline /‘dedlamn/ noun the date by 
which something has to be done o to 
meet a deadline to finish something in 
time o to miss a deadline to finish some- 
thing later than it was planned O We’ve 
missed our October Ist deadline. 
deadlock /'dedlok/ noun a point where 
two sides in a dispute cannot agree O The 
negotiations have reached deadlock or a 
deadlock. 0 to break a deadlock to find 
a way to start discussions again after be- 


















































ing at a point where no agreement was 
possible m verb to be unable to agree to 
continue negotiations o talks have been 
deadlocked for ten days after ten days 
the talks have not produced any agree- 
ment 


dead loss /,ded 'Ips/ noun a total loss 
O The car was written off as a dead loss. 


dead season /'ded ,si:z(9)n/ noun the 
time of year when there are few tourists 
about 


deadweight /‘dedwert/ noun heavy 
goods, e.g. coal, iron or sand 
deadweight capacity /,dedweit kə 
‘peesiti/ noun the largest amount of cargo 
which a ship can carry safely 
deadweight cargo _/,dedweit 
'kargau/ noun a heavy cargo which is 
charged by weight, not by volume 


deadweight tonnage /,dedweit 
‘'tanid3/ noun the largest amount of car- 
go which a ship can carry safely 

dead wood /,ded 'wud/ noun employ- 
ees who are old or who do not work well 
O The new management team is weeding 
out the dead wood from the sales depart- 
ment. 


deal /di:l/ noun 1. a business agreement, 
affair or contract O The sales director set 
up a deal with a Russian bank. O The deal 
will be signed tomorrow. O They did a 
deal with an American airline. o to call 
off a deal to stop an agreement O When 
the chairman heard about the deal he 
called it off. 2. 0 a great deal, a good 
deal of something a large quantity of 
something O He has made a good deal of 
money on the stock market. O The compa- 
ny lost a great deal of time asking for ex- 
pert advice. O Leave it to the personnel 
department — they’ll deal with it. ™ verb 
1. o to deal with to organise something O 
Leave it to the filing clerk — he’ll deal with 
it. o to deal with an order to work to 
supply an order 2. to buy and sell o to 
deal with someone to do business with 
someone o to deal in leather or options 
to buy and sell leather or options o he 
deals on the Stock Exchange his work 
involves buying and selling shares on the 
Stock Exchange for clients 

dealer /'di:lo/ noun 1. a person who 
buys and sells O a used-car dealer 2. a 
person or firm that buys or sells on their 
own account, not on behalf of clients 
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dealing /‘di:l1/ noun 1. the business of 
buying and selling on the Stock Ex- 
change, commodity markets or currency 
markets 2. the business of buying and 
selling goods o to have dealings with 
someone to do business with someone 


dealing floor /‘di:lm flo:/ noun 1. an 
area of a broking house where dealing in 
securities is carried out by phone, using 
monitors to display current prices and 
stock exchange transactions 2. a part of a 
stock exchange where dealers trade in se- 
curities 
dear /dia/ adjective 1. expensive, cost- 
ing a lot of money O Property is very dear 
in this area. 2. way of starting a letter by 
addressing someone Dear Sir Dear 
Madam addressing a man or woman 
whom you do not know, or addressing a 
company o Dear Sirs addressing a com- 
pany Dear Mr Smith, Dear Mrs 
Smith, Dear Miss Smith addressing a 
man or woman whom you know o Dear 
James, Dear Julia addressing a friend or 
a person you do business with often 
COMMENT: First names are commonly 
used between business people in the 
UK; they are less often used in other Eu- 
ropean countries (France and Germa- 
ny), for example, where business letters 
tend to be more formal. 
dear money /'dia ,mani/ noun money 
which has to be borrowed at a high inter- 
est rate, and so restricts expenditure by 
companies. Also called tight money 


death benefit /'de0 ,benrfit/ noun in- 
surance benefit paid to the family of 
someone who dies in an accident at work 


death by committee /,de0 bar ko 
‘miti/ noun the prevention of serious con- 
sideration of a proposal by assigning a 
committee to look at it 

death duty /'de@ ,dju:ti/ noun US a 
tax paid on the property left by a dead per- 
son. Also called death tax (NOTE: The 
UK term is inheritance tax.) 

death in service /,de0 mm 'ss:vis/ 
noun an insurance benefit or pension paid 
when someone dies while employed by a 
company 

death tax /'de@ teks/ noun same as 
death duty 

deaveraging /di:'ev(9)r1d31n/ noun 
the act of treating customers in different 
ways according to the amount they buy, 






























































by rewarding the best and penalising the 
worst 
debenture /di'bentfs/ noun agree- 
ment to repay a debt with fixed interest 
using the company’s assets as security O 
The bank holds a debenture on the com- 
pany. 
COMMENT: In the UK, debentures are al- 
ways secured on the company’s assets. 
In the USA, debenture bonds are not se- 
cured. 
debenture capital = /di'bentJa 
ikeepit(a)l/ noun a capital borrowed by a 
company, using its fixed assets as security 
debenture holder = /di'bentJSa 
shaulda/ noun a person who holds a de- 
benture for money lent 
debenture issue /di'bentfa ,1fu:/ 
noun the activity of borrowing money 
against the security of the company’s as- 
sets 
debenture register /di'bentfa 
\red3ista/ noun a list of debenture hold- 
ers of a company 
debenture stock /di'bentfa stnk/ 
noun a capital borrowed by a company, 
using its fixed assets as security 
debit /'debrt/ noun an amount entered 
in accounts which shows an increase in 
assets or expenses or a decrease in liabil- 
ities, revenue or capital. In accounts, deb- 
its are entered in the left-hand column. 
Compare credit m verb o to debit an ac- 
count to charge an account with a cost O 
His account was debited with the sum of 
£25. 
debitable /'debitab(a)l/ adjective able 
to be debited 
debit balance /‘debit ,bæləns/ nouna 
balance in an account showing that more 
money is owed than has been received O 
Because of large payments to suppliers, 
the account has a debit balance of £1,000. 
debit card /'debrt ka:d/ noun a plastic 
card, similar to a credit card, but which 
debits the holder’s account immediately 
through an EPOS system 
debit column /‘debit ,kvlam/ noun 
the left-hand column in accounts showing 
the money paid or owed to others 
debit entry /‘debrt ,entri/ noun an en- 
try on the debit side of an account 
debit note /‘debit navt/ noun a note 
showing that a customer owes money O 
We undercharged Mr Smith and had to 
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send him a debit note for the extra 
amount. 
debits and credits /debits on 
‘kredits/ plural noun money which a 
company owes and money it receives, or 
figures which are entered in the accounts 
to record increases or decreases in assets, 
expenses, liabilities, revenue or capital 
debit side /‘debit satd/ noun a left- 
hand column of accounts showing money 
owed or paid to others 
debt /det/ noun money owed for goods 
or services O The company stopped trad- 
ing with debts of over £1 million. o to be 
in debt to owe money o he is in debt to 
the tune of £250,000 he owes £250,000 
to get into debt to start to borrow more 
money than you can pay back o the com- 
pany is out of debt the company does not 
owe money any more o to pay back a 
debt to pay all the money owed o to pay 
off a debt to finish paying money owed 
to service a debt to pay interest on a debt 
O The company is having problems in 
servicing its debts. o debts due money 
owed which is due for repayment 
debt collection /‘det ka,lekfan/ noun 
the act of collecting money which is owed 
debt collection agency /'det kə 
jlekfon ,erdzansi/ noun a company 
which collects debts for other companies 
for a commission 
debt collector /‘det ko,lekta/ noun a 
person who collects debts 
debt counselling /‘det ,kaunsolin/ 
noun the work of advising people who are 
in debt of the best ways to arrange their fi- 
nances so as to pay off their debts 
debtor /'deta/ noun a person who owes 
money 
debtor nation /'detə ,netf(a)n/ noun 
a country whose foreign debts are larger 
than money owed to it by other countries 
“...the United States is now a debtor na- 
tion for the first time since 1914, owing 
more to foreigners than it is owed itself” 
[Economist] 
debtors /'detəz/ noun all money owed 
to a company as shown in the accounts 
debtor side /‘deta sard/ noun the debit 
side of an account 
debt rescheduling /‘det ri: 
fedju:lm/ noun the process of reorgan- 
ising the way in which debts are repaid. 
Debt rescheduling may be necessary if a 


































































































company is unable to pay its debts and 
may involve postponing debt payments, 
postponing payment of interest, or nego- 
tiating a new loan. 

debt-service ratio /det 'ss:vis 
\reifiou/ noun the debts of a company 
shown as a percentage of its equity 

debt servicing /'det ,s3:visin/ noun 
the payment of interest on a debt 

debug /di:'bag/ verb to remove errors 
from a computer program (NOTE: debug- 
ging — debugged) 

deceit /di'si:t/, deception /di'sepfon/ 
noun making a wrong statement to some- 
one in order to trick him into paying mon- 
ey O he obtained £10,000 by deception 
decentralisation /dit,sentralar 
'ze1J(a)n/, decentralization noun an or- 
ganisation from various points, with little 
power concentrated at the centre O The 
decentralisation of the buying depart- 
ments. 

decentralise /di:'sentralarz/, decen- 
tralize verb to organise from various 
points, with little power concentrated at 
the centre O Formerly, the bank was de- 
centralised, with many decisions being 
taken by branch managers. O Since the 
company was decentralised, its head- 
quarters have moved to a tiny office. O 
The group has a policy of decentralised 
purchasing where each division has its 
own buying department. 

decide /dr'satd/ verb to make up your 
mind to do something O to decide on a 
course of action © to decide to appoint a 
new managing director 

decider /dr'satda/ noun a person who 
makes decisions, especially the person 
who makes the decision to buy 
deciding factor /di,satdin 'fæktə/ 
noun the most important factor which in- 
fluences a decision O A deciding factor in 
marketing our range of sports goods in 
the country was the rising standard of liv- 
ing there. 

decile /'desarl/ noun one of a series of 
nine figures below which one tenth or 
several tenths of the total fall 

decimal /'desım(ə)l/ noun o correct to 
three places of decimals correct to three 
figures after the decimal point (e.g. 3.485) 
decimalisation /,desim(a)lar 
'ze1f(a)n/, decimalization noun the 
process of changing to a decimal system 
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decimalise /‘desim(9)laiz/, decimal- 
ize verb to change something to a deci- 
mal system 
decimal point /,desmm(a)l 'pomt/ 
noun a dot which indicates the division 
between the whole unit and its smaller 
parts, e.g. 4.75 
COMMENT: The decimal point is used in 
the UK and USA. In most European 
countries a comma is used to indicate a 
decimal, so 4,75% in Germany means 
4.75% in the UK 
decimal system /'desım(ə)l ,ststom/ 
noun a system of mathematics based on 
the number 10 
decision /d1's13(9)n/ noun a choice 
made after thinking about what to do O It 
took the committee some time to come to 
a decision or to reach a decision. 
decision-maker /di's13(a)n ,metko/ 
noun a person who takes decisions 
decision-making /di's13(3)n 
smeikin/ noun the act of coming to a de- 
cision 
decision-making unit /d1's13(9)n 
merkin ,jurnit/ noun a group of people 
who decide on the purchase of a product. 
For the purchase of a new piece of equip- 
ment, they would be the manager, the fi- 
nancial controller and the operator who 
will use the equipment. Abbreviation 
DMU 
decision support system /dı 
,$13(9)n sə'po:t ,sistam/ noun a system 
containing information in a form that is 
designed to assist people in making deci- 
sions. Abbreviation DSS 
decision tree /di's13(a)n tri:/ noun a 
model for decision-making, showing the 
possible outcomes of different decisions 
O This computer programme incorpo- 
rates a decision tree. 
decisive /di'satstv/ adjective referring 
to a person who makes up their mind or 
who comes to a decision. Opposite inde- 
cisive 
deck cargo /'dek ,ka:gau/ noun the 
cargo carried on the open top deck of a 
ship 
declaration /,dekla'rerf(9)n/ noun an 
official statement 
declaration of bankruptcy 
/,dekloreif(a)n əv 'benkraptsi/ noun 
an official statement that someone is 
bankrupt 


declaration of income 
/,dekloreif(9)n əv 'nkam/ noun same 
as income tax return 


declare /di'kleo/ verb to make an offi- 
cial statement of something, or announce 
something to the public O to declare 
someone bankrupt O The company de- 
clared an interim dividend of 10p per 
share. o to declare goods to customs to 
state that you are importing goods which 
are liable to duty O Customs officials 
asked him if he had anything to declare. 
to declare an interest to state in public 
that you own shares in a company being 
discussed or that you are related to some- 
one who can benefit from your contacts 


declared /di'kleod/ adjective having 
been made public or officially stated 


declared value /di,kleod 'velju:/ 
noun the value of goods entered on a cus- 
toms declaration 
decline /d1'klatn/ noun 1. a gradual fall 
O the decline in the value of the dollar O 
a decline in buying power O The last year 
has seen a decline in real wages. 2. the fi- 
nal stage in the life cycle of a product 
when the sales and profitability are falling 
off and the product is no longer worth in- 
vesting in ™@ verb to fall slowly or de- 
crease O Shares declined in a weak mar- 
ket. O New job applications have declined 
over the last year. O The economy de- 
clined during the last government. O The 
purchasing power of the pound declined 
over the decade. 
‘Saudi oil production has declined by three 
quarters to around 2.5m barrels a day’ 
[Economist] 
“...this gives an average monthly decline 
of 2.15 per cent during the period’ 
[Business Times (Lagos )] 
“...share prices disclosed a weak tendency 
right from the onset of business and de- 
clined further, showing losses over a broad 
front’ [The Hindu] 
deconstruction /,di:kon'strakf(9)n/ 
noun the process of reorganising tradi- 
tional business structures, often by break- 
ing them up into smaller units, when they 
no longer fit the requirements of the mod- 
ern economy 
decontrol /di:kon'traul/ verb to stop 
controls o to decontrol the price of pet- 
rol to stop controlling the price of petrol 
so that it can be priced freely by the mar- 
ket 
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decrease noun /‘di:krits/ a fall or re- 
duction O The decrease in the prices of 
consumer goods is reflected in the fall in 
the cost of living. O Exports have regis- 
tered a decrease. O Sales show a 10% de- 
crease on last year. @ verb /di'kri:s/ to 
fall or to become less O Imports are de- 
creasing. O The value of the pound has 
decreased by 5%. 

decreasing /di'kri:stn/ adjective 
which is falling O the decreasing influ- 
ence of the finance director 


deduct /di'dakt/ verb to take money 
away from a total O to deduct £3 from the 
price O to deduct a sum for expenses O 
After deducting costs the gross margin is 
only 23%. O Expenses are still to be de- 
ducted. 


deductible /di'daktib(o)l/ adjective 
possible to deduct 


deductible expenses /d1,daktib(a)l 
tk'spensiz/ plural noun expenses which 
can be deducted against tax 


deduction /di'dakfon/ noun the re- 
moving of money from a total, or the 
amount of money removed from a total O 
Net salary is salary after deduction of tax 
and social security. O The deduction from 
her wages represented the cost of repair- 
ing the damage she had caused to the ma- 
chinery. o deductions from salary or 
salary deductions or deductions at 
source money which a company removes 
from salaries to give to the government as 
tax, national insurance contributions, etc. 
deduction at source /di,dakfoan at 
'səis/ noun (in the UK) a system of col- 
lecting taxes in which the organisation or 
individual that pays somebody an in- 
come, e.g. an employer paying wages, a 
bank paying interest or a company paying 
dividends, is responsible for deducting 
and paying tax, not the person who re- 
ceives the income 

deed /di:d/ noun a legal document or 
written agreement 

deed of assignment /,di:d ov ə 
‘sainmont/ noun a document which le- 
gally transfers a property from a debtor to 
a creditor 

deed of covenant /di:d ov 
'kavonont/ noun a legal document in 
which a person or organisation promises 
to pay a third party a sum of money on an 
annual basis. In certain countries this ar- 














rangement may have tax advantages. For 
example, in the United Kingdom, it is of- 
ten used for making regular payments to a 
charity. 


deed of partnership /,di:d ov 
‘pa:tnofip/ noun agreement which sets 
up a partnership 


deed of transfer /,di:d ov 'trænsf3:/ 
noun a document which transfers the 
ownership of shares 


deep discount/,di:p 'diskaunt/ noun 
a very large discount 
“,.. when it needed to make its financial re- 
sults look good, it shipped a lot of invento- 
ry. It did this by offering deep discounts to 
distributors’ [Forbes] 


de facto standard /der fektou 
‘steendod/ noun a standard that is set by 
a product or service that is very successful 
in a particular market 

defalcation /,di:feel'kerf(a)n/ noun an 
illegal use of money by someone who is 
not the owner but who has been trusted to 
look after it 


default /di'fo:lt/ noun 1. a failure to 
carry out the terms of a contract, especial- 
ly failure to pay back a debt o in default 
of payment with no payment made o the 
company is in default the company has 
failed to carry out the terms of the con- 
tract 2. o by default because no one else 
will act o he was elected by default he 
was elected because all the other candi- 
dates withdrew m verb to fail to carry out 
the terms of a contract, especially to fail 
to pay back a debt O There was a major fi- 
nancial crisis when the bank defaulted. 
to default on payments not to make pay- 
ments which are due under the terms of a 
contract 


defaulter /di'fo:lta/ noun a person who 
defaults 


defeat /dr'fi:t/ noun the loss of a vote O 
The chairman offered to resign after the 
defeat of the proposal at the AGM. ™ verb 
to beat someone or something in a vote O 
The proposal was defeated by 10 votes to 
23. O He was heavily defeated in the bal- 
lot for union president. 


defect /‘di:fekt/ noun something which 
is wrong or which stops a machine from 
working properly O a computer defect or 
a defect in the computer seems to be the 
cause of the problem 
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defective /di'fektrv/ adjective 1. 
faulty, not working properly O The ma- 
chine broke down because of a defective 
cooling system. 2. not legally valid O His 
title to the property is defective. 
defence /dr'fens/ noun the act of fight- 
ing a lawsuit on behalf of a defendant 
(NOTE: The US spelling is defense.) 
defence counsel /di'fens ,kaunsol/ 
nouna lawyer who represents the defend- 
ant in a lawsuit 

defend /di'fend/ verb to fight to protect 
someone or something that is being at- 
tacked O The company is defending itself 
against the takeover bid. O They hired the 
best lawyers to defend them against the 
tax authorities. o to defend a lawsuit to 
appear in court to state your case when 
accused of something 

defendant /di'fendant/ noun a person 
against whom a legal action is taken or 
who is accused of doing something to 
harm someone (NOTE: The other side ina 
case is the claimant.) 

defer /dr'f3:/ verb to put back to a later 
date, to postpone O We will have to defer 
payment until January. O The decision 
has been deferred until the next meeting. 
(NOTE: deferring — deferred) 
deferment /dr'fs:mant/ noun the act 
of leaving until a later date O deferment of 
payment O deferment of a decision 
deferral /di'fs:ral/ noun a postpone- 
ment, a putting back to a later date O tax 
deferral 

deferred /di'f3:d/ adjective put back to 
a later date 

deferred creditor /di,fs:d 'kredito/ 
noun a person who is owed money by a 
bankrupt but who is paid only after all 
other creditors 

deferred payment /di,faid 
‘permont/ noun 1. money paid later than 
the agreed date 2. payment for goods by 
instalments over a long period 
deferred rebate /di,fs:d_ 'ritbert/ 
noun a discount given to a customer who 
buys up to a specified quantity over a 
specified period 

deferred shares /d1,f3:d 'feoz/, de- 
ferred stock /d1,f3:d 'stok/ noun shares 
which receive a dividend only after all 
other dividends have been paid 
deficiency /di'fıf(è)nsi/ noun a lack of 
something, or the amount by which some- 














thing, e.g. a sum of money, is less than it 
should be O There is a £10 deficiency in 
the petty cash. o to make up a deficiency 
to put money into an account to balance it 
deficit /‘deftstt/ noun the amount by 
which spending is higher than income 
the accounts show a deficit the accounts 
show a loss o to make good a deficit to 
put money into an account to balance it 
deficit financing /‘defisit 
farnensin/ noun a type of financial 
planning by a government in which it bor- 
rows money to cover the difference be- 
tween its tax income and its expenditure 
deflate /di:'fleit/ verb o to deflate the 
economy to reduce activity in the econo- 
my by cutting the supply of money 
deflation /di:'flerf(a)n/ noun a general 
reduction in economic activity as a result 
of a reduced supply of money and credit, 
leading to lower prices O The oil crisis re- 
sulted in worldwide deflation. Opposite 
inflation 
“_..the reluctance of people to spend is one 
of the main reasons behind 26 consecutive 
months of price deflation, a key economic 
ill that has led to price wars, depressed the 
profit margins of state enterprises and hit 
incomes among the rural population’ 
[Financial Times] 
deflationary /di:'fletf(a)n(a)ri/ adjec- 
tive causing deflation O The government 
has introduced some deflationary meas- 
ures in the budget. 
“...the strong dollar’s deflationary impact 
on European economies as national gov- 
ernments push up interest rates’ [Duns 
Business Month] 
defraud /di'fro:d/ verb to cheat some- 
one to get money (NOTE: You defraud 
someone of something.) 
defray /di'fre1/ verb to provide money 
to pay costs O The company agreed to de- 


















































fray the costs of the exhibition. 


degearing /di:'grərıņy/ noun a reduc- 
tion in gearing, reducing a company’s 
loan capital in relation to the value of its 
ordinary shares 

delay /di'le1/ noun the time when some- 
one or something is later than planned O 
There was a delay of thirty minutes before 
the AGM started or the AGM started after 
a thirty-minute delay. O We are sorry for 
the delay in supplying your order or in re- 
plying to your letter. @ verb to make 
someone or something late O The compa- 
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ny has delayed payment of all invoices. O 
She was delayed because her taxi was in- 
volved in an accident. 


delayering /di:'letartn/ noun the proc- 
ess of making the structure of an organi- 
sation simpler and therefore more effi- 
cient 


del credere agent /del 'krerdərı 
,e1dzant/ noun an agent who receives a 
high commission because he or she guar- 
antees payment by customers 


delegate noun /‘deligat/ a person who 
represents others at a meeting O The man- 
agement refused to meet the trade union 
delegates. @ verb /‘dels,geit/ to pass au- 
thority or responsibility to someone else 
O to delegate authority o she cannot del- 
egate she wants to control everything her- 
self and refuses to give up any of her re- 
sponsibilities to her subordinates 


delegation /deli'gerf(a)n/ noun 1. a 
group of delegates O A Chinese trade del- 
egation is visiting the UK O The manage- 
ment met a union delegation. 2. an act of 
passing authority or responsibility to 
someone else 

delete /di'li:t/ verb 1. to cut out words 
in a document O They want to delete all 
references to credit terms from the con- 
tract. O The lawyers have deleted clause 
two. 2. to remove a product from a com- 
pany’s product range O We have decided 
to delete three old products as the new 
ones are coming on stream. 


deliver /di'lrva/ verb to transport goods 
to a customer o goods delivered free or 
free delivered goods goods transported 
to the customer’s address at a price which 
includes transport costs o goods deliv- 
ered on board goods transported free to 
the ship or plane but not to the customer’s 
warehouse 


delivered price /di'livad prats/ noun 
a price which includes packing and trans- 
port 

delivery /dr'lrv(a)ri/ noun 1. the trans- 
porting of goods to a customer O allow 28 
days for delivery O parcels awaiting de- 
livery O free delivery or delivery free O a 
delivery date O Delivery is not allowed 
for or is not included. O We have a pallet 
of parcels awaiting delivery. to take de- 
livery of goods to accept goods when 
they are delivered O We took delivery of 
the stock into our warehouse on the 25th. 


















































2. a consignment of goods being deliv- 
ered O We take in three deliveries a day. O 
There were four items missing in the last 
delivery. 3. the transport of a commodity 
to a purchaser 4. the transfer of a bill of 
exchange or other negotiable instrument 
to the bank which is due to make payment 
delivery note /di'liv(a)ri nəvt/ noun a 
list of goods being delivered, given to the 
customer with the goods 
delivery of goods /di,liv(a)ri ov 
'gudz/ noun the transport of goods to a 
customer’s address 
delivery order /d1'lrv(9)ri ,o:da/ noun 
the instructions given by the customer to 
the person holding her goods, to tell her 
where and when to deliver them 
delivery service /di'lrv(o)ri_ ,s3:vis/ 
noun a transport service organised by a 
supplier or a shop to take goods to cus- 
tomers 
delivery time /di'lrv(9)ri tarm/ noun 
the number of days before something will 
be delivered 
delivery van /di'liv(o)ri ven/ noun a 
van for delivering goods to customers 
demand /di'ma:nd/ noun 1. an act of 
asking for payment o payable on de- 
mand which must be paid when payment 
is asked for 2. an act of asking for some- 
thing and insisting on getting it O The 
management refused to give in to union 
demands for a meeting. & verb 1. the need 
that customers have for a product or their 
eagerness to buy it O There was an active 
demand for oil shares on the stock mar- 
ket. O The factory had to cut production 
when demand slackened. O The office 
cleaning company cannot keep up with 
the demand for its services. o there is not 
much demand for this item not many 
people want to buy it o this book is in 
great demand or there is a great de- 
mand for this book many people want to 
buy it o to meet or fill a demand to sup- 
ply what is needed O The factory had to 
increase production to meet the extra de- 
mand. 2. to ask for something and expect 
to get it O She demanded a refund. O The 
suppliers are demanding immediate pay- 
ment of their outstanding invoices. O The 
shop stewards demanded an urgent meet- 
ing with the managing director. 

“...$pot prices are now relatively stable in 

the run-up to the winter’s peak demand’ 

[Economist] 
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“...the demand for the company’s prod- 
ucts remained strong throughout the first 
six months of the year with production and 
sales showing significant increases’ 
[Business Times (Lagos) ] 
“...growth in demand is still coming from 
the private rather than the public sector’ 
[Lloyd’s List] 
demand bill /dt'maind b1l/ noun a bill 
of exchange which must be paid when 
payment is asked for 
demand deposit /di'ma:nd di,pozit/ 
noun US money in a deposit account 
which can be taken out when you want it 
by writing a cheque 
demand-led inflation /di1,ma:nd led 
1n'fle1f(a)n/, demand-pull inflation /d1 
smaind pul in'flerf(a)n/ noun inflation 
caused by rising demand which cannot be 
met 
demand price /di'ma:nd prats/ noun 
the price at which a quantity of goods will 
be bought 
demarcation /,di:ma:'ke1f(a)n/ noun 
a clear definition of the responsibilities of 
each employee or category of employ- 
ment O The union insisted on clear de- 
marcation when tasks were assigned to 
different workers. O Demarcation ensures 
that no one does work which is not de- 
fined in their job description. 
demarcation dispute /,di:ma: 
'kerfən dis,pju:t/ noun an argument be- 
tween different trade unions over who 
shall do different parts of a job O Produc- 
tion of the new car was held up by demar- 
cation disputes. 
demassifying /,di:'mzsrfamn/ noun 
the process of changing a mass medium 
into one that is customised to fit the needs 
of individual consumers 
demerge /di:'m3:d3/ verb to separate a 
company into several separate parts 
demerger /di:'m3:d39/ noun the sepa- 
ration of a company into several separate 
parts, especially used of companies which 
have grown by acquisition 
demise /di'maiz/ noun 1. a death © On 
his demise the estate passed to his daugh- 
ter. 2. the act of granting a property on a 
lease 
democratic management style 
/,demokretik 'mænıdzmənt ,starl/ 
noun a management style in which the 
managers involve the employees in deci- 


sion-making processes. Opposite auto- 
cratic management style 


demographic /,demo'grefik/ adjec- 
tive referring to demography or demo- 
graphics O A full demographic study of 
the country must be done before we de- 
cide how to export there. 


demographics /demo'grefiks/ plural 
noun the details of the population of a 
country, in particular its size, density, dis- 
tribution and the birth, death and marriage 
rates, which affect marketing (NOTE: 
takes a singular verb) 


demography /di'mogroafi/ noun the 
study of populations and population sta- 
tistics such as size, density, distribution 
and birth, death and marriage rates 
demonetisation /dit,manttar 
'ze1J(a)n/, demonetization noun the act 
of stopping a coin or note being used as 
money 


demonetise /di:'manitaiz/, demone- 
tize verb to stop a coin or note being used 
as money 


demonstrate /‘demonstreit/ verb to 
show how something works O He was 
demonstrating a new tractor when he was 
killed. O The managers saw the new 
stock-control system being demonstrated. 


demonstration /,demon'stre1f(9)n/ 
noun an act of showing or explaining how 
something works O We went to a demon- 
stration of new laser equipment. 


demonstration model /,demon 
‘streif(a)n ,mod(ə)l/ noun a piece of 
equipment used in demonstrations and 
later sold off cheaply 


demonstrator /'demonstreita/ noun 
1. a person who demonstrates pieces of 
equipment 2. same as demonstration 
model 


demote /di'maut/ verb to give someone 
a less important job or to reduce an em- 
ployee to a lower rank or grade O He was 
demoted from manager to salesman. O 
Her salary was reduced when she was de- 
moted. 


demotion /d1'məufən/ noun the act of 
reducing an employee to a lower rank or 
giving someone a less important job O 
Demotion would mean a considerable 
drop in income. © Demotion ended his 
dreams of becoming managing director. 
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demurrage /di'marid3/ noun money 
paid to a customer when a shipment is de- 
layed at a port or by customs 
demutualise /di:'mju:tjuolaiz/, de- 
mutualize /di:'mju:tfuo,laiz/ verb to 
stop having mutual status, by becoming a 
Plc and selling shares to the general pub- 
lic on the stock market 
denationalization /'diinæf(o)nəlar 
'ze1f(a)n/ noun the act of denationalizing 
O The denationalization of the aircraft in- 
dustry. 

denationalize /di:'nefonolatz/ verb 
to put a nationalized industry back into 
private ownership O The government has 
plans to denationalize the steel industry. 
denial of service attack /d1,natol ov 
\S31VIS o'teek/ noun an attack by a com- 
puter hacker or computer virus in which a 
very large number of messages are sent to 
a website in a very short time in order to 
overload it, so that it stops operating and 
is unavailable to other users 
denomination = /di,nom1'ne1J(9)n/ 
noun a unit of money on a coin, banknote 
or stamp O We collect coins of all denom- 
inations for charity. O Small denomina- 
tion notes are not often counterfeited. 
depart /di'pa:t/ verb 1. to leave O The 
plane departs from Paris at 11.15. 2. o to 
depart from normal practice to act in a 
different way from the normal way of do- 
ing things 

department /di'pa:tmant/ noun 1. a 
specialised section of a large organisation 
O Trainee managers work for a while in 
each department to get an idea of the or- 
ganisation as a whole. 2. a section of a 
large store selling one type of product O 
You will find beds in the furniture depart- 
ment. 3. a section of the British govern- 
ment containing several ministries 
departmental /,di:pa:t'ment(a)l/ ad- 
jective referring to a department 
departmental manager 
/,dizpa:tment(a)l 'mænıd3ə/ noun the 
manager of a department 

Department for Work and Pen- 
sions /di,pa:tmont fə ,wsatk on 
‘penfonz/ noun a British government de- 
partment responsible for services to peo- 
ple of working age, pensioners and fami- 
lies. Abbreviation DWP 

Department of Employment /dr 
partment ov im'plormont/ noun a 














former British government department 
dealing with employers, employees, 
training, etc. Abbreviation DoE 
Department of Trade and Indus- 
try /dipa:tmont əv ,trerd ond 
‘indastri/ noun a British government de- 
partment which deals with areas such as 
commerce, international trade and the 
stock exchange. Abbreviation DTI 


department store /d1'pa:t mont sto:/ 
noun a large store with separate sections 
for different types of goods 


departure /di'pa:tfa/ noun 1. the act 
of going away O The plane’s departure 
was delayed by two hours. 2. a new ven- 
ture or new type of business O Selling 
records will be a departure for the local 
bookshop. 3. o departure from normal 
practice an act of doing something in a 
different way from the usual one 


departures /di'pa:t faz/ noun a part of 
an airport terminal which deals with pas- 
sengers who are leaving 


depend /di'pend/ verb 1. o to depend 
on to need someone or something to exist 
O The company depends on efficient serv- 
ice from its suppliers. O We depend on 
government grants to pay the salary bill. 
2. to happen because of something O The 
success of the launch will depend on the 
publicity campaign. depending on 
which varies according to something O 
Depending on the circumstances, she may 
be reprimanded or have the money 
docked from her pay. 


deploy /di'plot/ verb to send staff to a 
certain place to carry out a certain job 


deposit /di'pozit/ noun 1. money 
placed in a bank for safe keeping or to 
earn interest o deposit at 7 days’ notice 
money deposited which you can with- 
draw by giving seven days’ notice 2. 
money given in advance so that the thing 
which you want to buy will not be sold to 
someone else O to pay a deposit on a 
watch O to leave £10 as deposit @ verb 1. 
to put documents somewhere for safe 
keeping O to deposit shares with a bank O 
We have deposited the deeds of the house 
with the bank. O He deposited his will 
with his solicitor. 2. to put money into a 
bank account O to deposit £100 in a cur- 
rent account 


deposit account /di'ppzit 9,kaunt/ 
noun a bank account which pays interest 
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but on which notice has to be given to 
withdraw money. Abbreviation D/A 


depositary /di'pvzitori/ noun US a 
person or corporation which can place 
money or documents for safekeeping with 
a depository. ) American Depositary 
Receipt (NOTE: Do not confuse with de- 
pository.) 

depositor /di'ppzita/ noun a person 
who deposits money in a bank, building 
society, etc. 

depository /d1'pozit(a)ri/ noun a per- 
son or company with whom money or 
documents can be deposited (NOTE: Do 
not confuse with depositary.) 


deposit slip /di'ppzit slip/ noun a 
piece of paper stamped by the cashier to 
prove that you have paid money into your 
account 


depot /‘depau/ noun 1. a central ware- 
house or storage area for goods, or a place 
for keeping vehicles used for transport O 
a goods depot © an oil storage depot O a 
freight depot O a bus depot 2. a centre for 
transport O bus depot 


depreciate /di'pri:fiert/ verb 1. to re- 
duce the value of assets in accounts O We 
depreciate our company cars over three 
years. 2. to lose value O a share which has 
depreciated by 10% over the year O The 
pound has depreciated by 5% against the 
dollar. 


“...this involved reinvesting funds on 
items which could be depreciated against 
income for three years’ 
[Australian Financial Review] 
‘...buildings are depreciated at two per 
cent per annum on the estimated cost of 
construction’ [Hongkong Standard] 
“...the euro’s downward drift sparked 
alarmed reactions from the European Cen- 
tral Bank which has seen the new currency 
depreciate by almost 15% since its launch’ 
[Times] 
COMMENT: Various methods of depreciat- 
ing assets are used, such as the ‘straight 
line method’, where the asset is depreci- 
ated at a constant percentage of its cost 
each year and the ‘reducing balance 
method’, where the asset is depreciated 
at a constant percentage which is ap- 
plied to the cost of the asset after each of 
the previous years’ depreciation has 
been deducted. 

depreciation /d1,pri:Ji'e1f(a)n/ noun 

1. a reduction in value of an asset 2. a loss 

of value O a share which has shown a de- 


preciation of 10% over the year O the de- 
preciation of the pound against the dollar 
3. a reduction in value, writing down the 
capital value of an asset over a period of 
time in a company’s accounts 
depreciation rate /d1,pri:fi'erf(o)n 
rert/ noun the rate at which an asset is de- 
preciated each year in the company ac- 
counts 
depress /d1'pres/ verb to reduce some- 
thing O Reducing the money supply has 
the effect of depressing demand for con- 
sumer goods. 
depressed area /di,prest 'eəriə/ 
noun a part of a country suffering from 
depression 
depressed market /di prest 
'ma:kıt/ noun a market where there are 
more goods than customers 
depression /d1'pref(9)n/ noun a peri- 
od of economic crisis with high unem- 
ployment and loss of trade O The country 
entered a period of economic depression. 
dept abbr department 
depth /dep0/ noun the variety in a prod- 
uct line 
deputise /'depjutarz/, deputize verb 
to deputise for someone to take the 
place of someone who is absent O He 
deputised for the chairman who was ill. 
deputy /'depjuti/ noun a person who 
takes the place of another O to act as dep- 
uty for someone or to act as someone’s 
deputy O He is deputy manager of the ac- 
counts department. O Her title is deputy 
managing director. 
deregulate /di:'regjuleit/ verb to re- 
move government controls from an indus- 
try O The US government deregulated the 
banking sector in the 1980s. 
deregulation /dit,regju'lerf(a)n/ 
noun the reduction of government control 
over an industry O the deregulation of the 
airlines 
“...after the slump in receipts last year that 
followed liner shipping deregulation in the 
US, carriers are probably still losing mon- 
ey on their transatlantic services. But with 
a possible contraction in capacity and 
healthy trade growth, this year has begun 
in a much more promising fashion than 
last’ [Lloyd’s List] 
derivative instruments /d1,rivativ 
'mstrumonts/, derivatives /di 
'rıvətıvz/ plural noun any forms of trad- 
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ed security such as option contracts, 
which are derived from ordinary bonds 
and shares, exchange rates or stock mar- 
ket indices 


derived demand /d1,ratvd di'ma:nd/ 
noun a demand for a product because it is 
needed to produce another product which 
is in demand 

describe /di'skratb/ verb to say what 
someone or something is like O The leaf- 
let describes the services the company 
can offer. O The managing director de- 
scribed the difficulties the company was 
having with cash flow. 


description /di'skripfan/ noun a de- 
tailed account of what something is like 
false description of contents the act of 
wrongly stating the contents of a packet to 
trick customers into buying it 

design /di'zatn/ noun 1. the planning 
or drawing of a product before it is built 
or manufactured 2. the planning of the 
visual aspect of an advertisement E verb 
to plan or to draw something before it is 
built or manufactured O He designed a 
new car factory. O She designs garden 
furniture. 

designate adjective /‘dezignat/ ap- 
pointed to a job but not yet working O the 
chairman designate (NOTE: always fol- 
lows a noun) @ verb /'dezigneitt/ to ap- 
point someone to a post 

design department /di'zam dr 
,paitmont/ noun the department in a 
large company which designs the compa- 
ny’s products or its advertising 
designer /dr'zaino/ noun a person who 
designs O She is the designer of the new 
computer. ™ adjective expensive and 
fashionable O designer jeans 

designer clothes /di,zaino 'kloudz/ 
noun clothes which have been designed 
by a famous designer, with his or her 
name printed on them 

design studio /di'zam_ ,stju:diou/ 
noun an independent firm which special- 
izes in creating designs 

desk /desk/ nouna section of a newspa- 
per 

deskilling /di:'sktl1m/ noun the process 
of reducing the number of skilled jobs and 
replacing them with unskilled jobs 

desk pad /'desk pæd/ noun a pad of 
paper kept on a desk for writing notes 














desk planner /'desk ,plana/ noun a 
book or chart which shows days, weeks 
and months so that the work of an office 
can be shown by diagrams 


desk research /'desk r1,s3:tf/ noun 
the process of looking for information 
which is in printed sources such as direc- 
tories 

desk-top publishing (DTP) /,desk 
top 'pablifin/ noun the writing, design- 
ing and printing of documents in an of- 
fice, using a computer, a printer and spe- 
cial software 

despatch /di'spzt f/ same as dispatch 


destination /,desti'nerf(a)n/ noun a 
place to which something is sent, to 
which something is going O The ship will 
take ten weeks to reach its destination. 
final destination, ultimate destination 
place reached at the end of a journey after 
stopping at several places en route 


detail /‘di:terl/ noun a small part of a 
description O The catalogue gives all the 
details of our product range. O We are 
worried by some of the details in the con- 
tract. o in detail giving many particulars 
O The catalogue lists all the products in 
detail. @ verb to list in detail O The cata- 
logue details the payment arrangements 


























for overseas buyers. O The terms of the li- 


cence are detailed in the contract. 


detailed /‘di:terld/ adjective in detail 
detailed account an account which lists 
every item 


determine /di'ts:mim/ verb to fix, ar- 
range or decide O to determine prices or 
quantities O conditions still to be deter- 
mined 


Deutschmark /‘doitfma:k/ noun a 
unit of currency used before the euro in 
Germany 


devaluation /,di:velju'etf(a)n/ noun 
a reduction in the value of a currency 
against other currencies O the devaluation 
of the rand 


devalue /di:'vzlju:/ verb to reduce the 
value of a currency against other curren- 
cies O The pound has been devalued by 
7%. 


develop /di'velap/ verb 1. to plan and 
produce O to develop a new product 2. to 
plan and build an area O to develop an in- 
dustrial estate 
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developed country = /di,velapt 
‘kantri/ noun a country which has an ad- 
vanced manufacturing system 
“...developed countries would gain $135 
billion a year and developing countries, 
such as the former centrally planned econ- 
omies of Eastern Europe, would gain $85 
billion a year. The study also notes that the 
poorest countries would lose an annual $7 
billion’ [Times] 
developing country /di,velopin 
‘kantri/, developing nation /di 
velopin 'nerf(a)n/ noun a country 
which is not fully industrialised 
developing world § /di,velopin 
'nerf(ə)n/ noun the countries of Africa, 
Asia and South America which do not all 
have highly developed industries 
development /di'velapmant/ noun 
the work of planning the production of a 
new product and constructing the first 
prototypes O We spend a great deal on re- 
search and development. 
development area /di'velopmont 
,eorio/, development zone /di 
‘velopmont zoun/ noun an area which 
has been given special help from a gov- 
ernment to encourage businesses and fac- 
tories to be set up there 
device /dr'vats/ noun a small useful 
machine © He invented a device for 
screwing tops on bottles. 
devise /di'vatz/ noun the act of giving 
freehold land to someone in a will E verb 
to give freehold property to someone in a 
will 
COMMENT: Giving of other types of prop- 
erty is a bequest. 
devisee /divar'zi:/ noun a person who 
receives freehold property in a will 
diagram /'datogrem/ noun a drawing 
which presents information visually O a 
diagram showing sales locations © a dia- 
gram of the company’s organisational 
structure O The first diagram shows how 
our decision-making processes work. 
diagrammatic /,datogro'metik/ ad- 
jective o in diagrammatic form in the 
form of a diagram O The chart showed the 
work flow in diagrammatic form. 
diagrammatically /,datogra 
‘meetikli/ adverb using a diagram O The 
chart shows the sales pattern diagram- 
matically. 
dial /'darəl/ verb to call a telephone 
number on a telephone O to dial a number 

















O to dial the operator o to dial direct to 
contact a phone number without asking 
the operator to do it for you O You can 
dial New York direct from London. 
dialling /‘datalin/ noun the act of call- 
ing a telephone number 

dialling code /‘datoaliy kaud/ noun 
special series of numbers which you use 
to make a call to another town or country 
dialogue /'darəlog/ noun a discussion 
between two people or groups, in which 
views are exchanged O The management 
refused to enter into a dialogue with the 
strikers. 

diarise /‘datoratz/, diarize verb to en- 
ter a date you have to remember in a diary 
dictaphone /'diktafaun/ noun a trade- 
mark for a brand of dictating machine 
dictate /dik'tert/ verb to say something 
to someone who then writes down your 
words O to dictate a letter to a secretary 
O He was dictating orders into his pocket 
dictating machine. 

dictating machine /dik'tertry mo 
fizn/ noun a machine which records 
what someone dictates, which a typist can 
then play back and type out 

dictation /dik'te1f(9)n/ noun an act of 
dictating o to take dictation to write 
down what someone is saying O The sec- 
retary was taking dictation from the man- 
aging director. 

dictation speed /dik'terJ(9)n spi:d/ 
noun the number of words per minute 
which a secretary can write down in 
shorthand 

differ /'difo/ verb not to be the same as 
something else O The two products differ 
considerably — one has an electric motor, 
the other runs on oil. O The two manage- 
rial vacancies differ considerably — one 
deals with product design and the other 
with customer services. 

difference /‘dif(9)rans/ noun a way in 
which two things are not the same O dif- 























ferences in price or price differences O 


What is the difference between these two 
products? O What is the difference be- 
tween a junior manager and a managerial 
assistant? 

different /‘dif(a)ront/ adjective not the 
same O Our product range is quite differ- 
ent in design from that of our rivals. O We 
offer ten models each in six different col- 
ours. 


differential 
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differential /,difo'renfoal/ adjective 
showing a difference m noun o to erode 
wage differentials to reduce differences 
in salary gradually 

differential pricing /,diforenfal 
‘praisin/ noun the act of giving different 
products in a range different prices so as 
to distinguish them from each other 
differential tariffs /,dıfərenfəl 
'terifs/ plural noun different tariffs for 
different classes of goods as, e.g., when 
imports from some countries are taxed 
more heavily than similar imports from 
other countries 

differentiation /,difarenfi'erf(o)n/ 
noun the act of ensuring that a product 
has some unique features that distinguish 
it from competing products O We are add- 
ing some extra features to our watches in 
the interest of product differentiation. O 
The aim of differentiation should be to 
catch the customer’s eye. 

difficult / diftk(o)It/ adjective not easy 
O The company found it difficult to sell 
into the European market. O The market 
for secondhand computers is very difficult 
at present. 

difficulty /'dıfık(ə)lti/ noun a problem, 
or trouble in doing something O They had 
a lot of difficulty selling into the European 
market. O We have had some difficulties 
with customs over the export of comput- 
ers. 

diffusion /dr'fju:3(9)n/ noun the proc- 
ess by which a product is gradually adopt- 
ed by consumers 

digit /‘did31t/ noun a single number O a 
seven-digit phone number o a seven-digit 
phone number a phone number with sev- 
en figures O The seven-digit numbers are 
being replaced by eight digits. 

digital /‘did31t(9)l/ adjective converted 
into a form that can be processed by com- 
puters and accurately reproduced 
digital cash /,did3it(9)l 'kæf/ noun a 
form of digital money that can be used 
like physical cash to make online pur- 
chases and is anonymous because there is 
no way of obtaining information about 
the buyer when it is used 

digital Darwinism = /,didzit(o)l 
‘darwiniz(a)m/ noun the theory that In- 
ternet companies develop in the same way 
as species, according to Darwin’s theory 
of evolution, and that those that are most 


























successful in adapting to their environ- 
ment will survive 

digital economy /,didzit(o)l 1 
'kpnomi/ noun an economy that is based 
on electronic commerce, e.g., trade on the 
Internet 

digital goods /,did3it(9)1 'gudz/ plu- 
ral noun goods that are sold and delivered 
electronically, usually over the Internet 
digital money /,dıdzıt(ə)l 'mani/ 
noun a series of numbers that has a value 
equivalent to a sum of money in a physi- 
cal currency 

digital nervous system /,did3it(9)l 
'nsivas ,sistom/ noun a digital informa- 
tion system that gathers, manages and 
distributes knowledge in a way that al- 
lows an organisation to respond quickly 
and effectively to events in the outside 
world 

digital strategy /,did3it(a)l 
'straetod31/ noun a business strategy that 
is based on the use of information tech- 
nology 

digitisable /'dıdzıtarzəb(ə)l/ adjec- 
tive able to be converted into digital form 
for distribution via the Internet or other 
networks 

dilution of equity /dar,lu:f(o)n ov 
‘ekwiti/ noun a situation where the ordi- 
nary share capital of a company has been 
increased but without an increase in the 
assets, so that each share is worth less 
than before 


dime /datm/ noun US ten cent coin 
(informal) 

diminish /dı'mınıf/ verb to become 
smaller O Our share of the market has di- 
minished over the last few years. 


dip /dip/ noun a sudden small fall O Last 
year saw a dip in the company’s perform- 
ance. ™@ verb to fall in price O Shares 
dipped sharply in yesterday’s trading. 
(NOTE: dipping — dipped) 

diploma /dr'pləumə/ noun a document 
which shows that a person has reached a 
certain level of skill in a subject O He is 
studying for a diploma in engineering. O 
The new assistant HR manager has a di- 
ploma in human resources management. 
OA diploma is awarded at the end of the 
two-year course in accountancy. 


diplomat /‘diplomet/, diplomatist /dr 
‘ploumotist/ noun a person (such as an 
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ambassador) who is the official represent- 
ative of his country in another country 


diplomatic /,diplo'mzttk/ adjective 
referring to diplomats o to grant some- 
one diplomatic status to give someone 
the rights of a diplomat 


diplomatic immunity /,diplomettk 1 
‘mjurniti/ noun the condition of being 
outside the control of the laws of the 
country you are living in because of being 
a diplomat O He claimed diplomatic im- 
munity to avoid being arrested. 


direct /dar'rekt/ verb to manage or or- 
ganise something O He directs our South- 
East Asian operations. O She was direct- 
ing the development unit until last year. m 
adjective straight or without interference 
m adverb with no third party involved O 
We pay income tax direct to the govern- 
ment. o to dial direct to contact a phone 
number yourself without asking the oper- 
ator to do it for you O You can dial New 
York direct from London if you want. 


direct action /dat,rekt 'ækfən/ noun 
a strike or go-slow by a workforce 


direct cost /dat,rekt 'kost/ noun a 
cost which can be directly related to the 
making of a product, i.e. its production 
cost 


direct debit /dar,rekt 'debit/ noun a 
system where a customer allows a compa- 
ny to charge costs to his or her bank ac- 
count automatically and where the 
amount charged can be increased or de- 
creased with the agreement of the cus- 
tomer O I pay my electricity bill by direct 
debit. Abbreviation DD 


direct expenses /dar,rekt 1k 
‘spensiz/ plural noun expenses exclud- 
ing materials, labour or purchase of stock 
for resale which are incurred in making a 
product 


direction /dat'rekJon/ noun 1. the 
process of organising or managing O He 
took over the direction of a multinational 
group. 2. directions for use instruc- 
tions showing how to use something 


directive /dat'rekt1v/ noun an order or 
command to someone to do something, 
especially an order from the Council of 
Ministers or Commission of the European 
Union referring to a particular problem O 
The Commission issued a directive on 
food prices. 






































direct labour /dat,rekt 'letba/ noun 
the cost of the workers employed which 
can be allocated to a product, not includ- 
ing materials or overheads 
direct labour costs /dar,rekt 'letbo 
ikpsts/ noun the cost of the employees 
employed which can be allocated to a 
product, not including materials or over- 
heads 
directly /dar'rektli/ adverb 1. immedi- 
ately O She left for the airport directly af- 
ter receiving the telephone message. 2. 
with no third party involved O We deal di- 
rectly with the manufacturer, without us- 
ing a wholesaler. 
direct mail /dat,rekt 'merl/ noun the 
practice of selling a product by sending 
publicity material to possible buyers 
through the post O These calculators are 
only sold by direct mail. O The company 
runs a successful direct-mail operation. 
‘...all of those who had used direct mar- 
keting techniques had used direct mail, 
79% had used some kind of telephone 
technique and 63% had tried off-the-page 
selling’ [Precision marketing] 
direct-mail advertising /da1,rekt 
meil 'eedvotaizin/ noun advertising by 
sending leaflets to people through the 
post 
direct mailing /dat,rekt ‘merltn/ 
noun the sending of publicity material by 
post to possible buyers 
director /dat'rekta/ noun 1. a senior 
employee appointed by the shareholders 
to help run a company, who is usually in 
charge of one or other of its main func- 
tions, e.g. sales or human relations, and 
usually, but not always, a member of the 
board of directors o directors’ salaries 
salaries of directors (which have to be 
listed in the company’s profit and loss ac- 
count) 2. the person who is in charge of a 
project, an official institute or other or- 
ganisation O the director of the govern- 
ment research institute O She was ap- 
pointed director of the trade association. 
“...the research director will manage and 
direct a team of business analysts report- 
ing on the latest developments in retail dis- 
tribution throughout the UK’ [Times] 
COMMENT: Directors are elected by 
shareholders at the AGM, though they 
are usually chosen by the chairman or 
chief executive. A board will consist of a 


chairman (who may be non-executive), a 
chief executive or managing director and 
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a series of specialist directors in charge 
of various activities of the company 
(such as a finance director, production 
director or sales director). The company 
secretary will attend board meetings, but 
need not be a director. Apart from the ex- 
ecutive directors, who are in fact employ- 
ees of the company, there may be sever- 
al non-executive directors, appointed ei- 
ther for their expertise and contacts, or 
as representatives of important share- 
holders such as banks. The board of an 
American company may be made up of 
a large number of non-executive direc- 
tors and only one or two executive offic- 
ers. A British board has more executive 
directors. 
directorate /dar'rekt(s)rat/ noun a 
group of directors 
directorship /dar'rektəf1p/ noun the 
post of director O She was offered a direc- 
torship with Smith Ltd. 
“...what benefits does the executive derive 
from his directorship? In the first place 
compensation has increased sharply in re- 
cent years’ [Duns Business Month] 
directors’ report /dat,rektoz r1'po:t/ 
noun the annual report from the board of 
directors to the shareholders 
directory /dar'rekt(a)ri/ noun 1. a ref- 
erence book containing information on 
companies and their products 2. a list of 
people or businesses with information 
about their addresses and telephone num- 
bers 
direct selling /dat,rekt 'selm/ noun 
the work of selling a product direct to the 
customer without going through a shop 
direct tax /dat,rekt 'taks/ noun a tax 
paid directly to the government, e.g. in- 
come tax 
direct taxation /datrekt tek 
'serf(ə)n/ noun a tax which is paid direct 
to the government, e.g. income tax O The 
government raises more money by direct 
taxation than by indirect. 
dirty float /'ds:ti flaut/ noun a process 
of floating a currency, where the govern- 
ment intervenes to regulate the exchange 
rate 
disaggregation /,diszgra'ge1f(o)n/ 
noun the process of separating the com- 
panies that make up a group so that their 
strengths and contributions can be ana- 
lysed as a basis for rebuilding an effective 
business web 
disallow /,disa'lav/ verb not to accept a 
claim for insurance O She claimed £2,000 


for fire damage, but the claim was disal- 


lowed. 

disallowable /,disa'lavab(a)l/ adjec- 
tive not able to be allowed for tax relief O 
The use of a car for private travel is a dis- 
allowable expense. Opposite allowable 


disburse /dis'b3:s/ verb to pay money 


disbursement /dis'bs:smont/ noun 
the payment of money 
discharge noun /'dist fa:d3/ 1. a pay- 
ment of debt o in full discharge of a debt 
as full payment of a debt 2. o in dis- 
charge of her duties as director while 
carrying out her duties as director 3. dis- 
missal from a job m verb /dis'tfa:d3/ 1. 
to discharge a bankrupt to release 
someone from bankruptcy because they 
have has paid their debts 2. o to dis- 
charge a debt, to discharge your liabil- 
ities to pay a debt or your liabilities in full 
3. to dismiss an employee O to discharge 
an employee for negligence 
discharged bankrupt /dis,tfa:d3d 
‘benkrapt/ noun a person who has been 
released from being bankrupt because his 
or her debts have been paid 
discharge in bankruptcy 
/,dist fa:d3 in 'benkraptsi/, discharge 
of bankruptcy noun the legal process of 
being released from bankruptcy after pay- 
ing your debts 
disciplinary /,dist'plmori/ adjective 
referring to punishment 
“...disciplinary action is often regarded as 
synonymous with dismissal, but the new 
ACAS handbook takes a more positive 
view’ [Employment Gazette] 
disciplinary procedure  /,disr 
‘plinori prə,si:d3ə/ noun a way of warn- 
ing a worker officially that he or she is 
breaking rules or is working badly 
discipline /‘disrplin/ noun the self- 
control needed to do a job O Working his 
way up the company ladder gave him the 
discipline to take on further management 
responsibilities. O Lack of discipline is re- 
sponsible for poor attendance figures. W 
verb to punish an employee for miscon- 
duct O Three members of staff were disci- 
plined by the manager. 
disclaimer /dis'klerma/ noun a legal 
refusal to accept responsibility 
disclose /dis'klouz/ verb to tell some- 
thing that was previously unknown to oth- 
er people or secret O The bank has no 


















































119 


discretion 





right to disclose details of my account to 
the tax office. 


disclosure /dis'klou30/ noun the act 
of telling something that was previously 
unknown to other people or secret O The 
disclosure of the takeover bid raised the 
price of the shares. 


discontinue /,diskon'tinju:/ verb to 
stop stocking, selling or making (a prod- 
uct) O These carpets are a discontinued 
line. 


discount noun /‘diskaunt/ 1. the per- 
centage by which the seller reduces the 
full price for the buyer O to give a dis- 
count on bulk purchases o to sell goods at 
a discount or at a discount price to sell 
goods below the normal price o 10% dis- 
count for cash or 10% cash discount 
you pay 10% less if you pay in cash 2. the 
amount by which something is sold for 
less than its value o shares which stand 
at a discount shares which are lower in 
price than their asset value or their par 
value m verb /dis'kaunt/ 1. to reduce 
prices to increase sales 2. o to discount 
bills of exchange to buy or sell bills of 
exchange for less than the value written 
on them in order to cash them later o to 
discount invoices to obtain a cash ad- 
vance from a discounter against the value 
of invoices 3. to react to something which 
may happen in the future, such as a possi- 
ble takeover bid or currency devaluation 
shares are discounting a rise in the 
dollar shares have risen in advance of a 
rise in the dollar price 
“...pressure on the Federal Reserve Board 
to ease monetary policy and possibly cut 
its discount rate mounted yesterday’ 
[Financial Times] 
‘...banks refrained from quoting forward 
US/Hongkong dollar exchange rates as 
premiums of 100 points replaced the pre- 
vious day’s discounts of up to 50 points’ 
[South China Morning Post] 
discountable /'dıskauntəb(ə)l/ ad- 
jective possible to discount O These bills 
are not discountable. 


discounted cash flow /,diskauntid 
'kæf flou/ noun 1. a calculation of fore- 
cast sales of a product in current terms 
with reductions for current interest rates 
2. the calculation of the forecast return on 
capital investment by discounting future 
cash flows from the investment, usually at 
a rate equivalent to the company’s mini- 










































































mum required rate of return. Abbrevia- 
tion DCF 
COMMENT: Discounting is necessary be- 
cause it is generally accepted that mon- 
ey held today is worth more than money 
to be received in the future. The effect of 
discounting is to reduce future income or 
expenses to their ‘present value’. Once 
discounted, future cash flows can be 
compared directly with the initial cost of 
a capital investment which is already 
stated in present value terms. If the 
present value of income is greater than 
the present value of costs, the invest- 
ment can be said to be worthwhile. 
discounted value  /,diskauntid 
'veelju:/ noun the difference between the 
face value of a share and its lower market 
price 
discounter /‘diskaunta/ noun a per- 
son or company that discounts bills or in- 
voices, or sells goods at a discount 
‘invoice discounting is an instant fi- 
nance raiser. Cash is advanced by a factor 
or discounter against the value of invoices 
sent out by the client company. Debt col- 
lection is still in the hands of the client 
company, which also continues to run its 
own bought ledger’ [Times] 
“...a 100,000 square-foot warehouse gen- 
erates ten times the volume of a discount 
retailer; it can turn its inventory over 18 
times a year, more than triple a big dis- 
counter’s turnover’ [Duns Business 
Month| 
discount house /‘diskaunt haus/ 
noun 1. a financial company which spe- 
cialises in discounting bills 2. a shop 
which specialises in selling cheap goods 
bought at a high discount 
discount price /'diskaunt prats/ 
noun the full price less a discount 
discount rate /‘diskaunt rert/ noun 
the rate charged by a central bank on any 
loans it makes to other banks 
discount store /'diskaunt sto:/ noun 
a shop which specialises in cheap goods 
bought at a high discount 
discover /di'skavo/ verb to find some- 
thing new O We discovered that our agent 
was selling our rival’s products at the 
same price as ours. O The auditors dis- 
covered some errors in the accounts. 
discrepancy /di'skreponsi/ noun a 
lack of agreement between figures in in- 
voices or accounts 
discretion /di'skref(9)n/ noun the 
ability to decide what should be done o I 
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leave it to your discretion I leave it for 
you to decide what to do o at the discre- 
tion of someone according to what some- 
one decides O Membership is at the dis- 
cretion of the committee. 
discretionary /di'skref(a)n(a)ri/ ad- 
jective possible if someone wants o the 
minister’s discretionary powers powers 
which the minister could use if he or she 
thought it necessary o on a discretionary 
basis referring to a way of managing a 
client’s funds, where the fund manager 
uses his discretion to do as he wants, 
without the client giving him any specific 
instructions 

discretionary account /dt 
skref(a)n(9)ri o'kaunt/ noun a client’s 
account with a stockbroker, where the 
broker invests and sells at his or her own 
discretion without the client needing to 
give him specific instructions 
discrimination /di,skrimr'netf(9)n/ 
noun the practice of treating people in 
different ways because of class, religion, 
race, language, colour or sex 


discuss /di'skas/ verb to talk about a 
problem O They spent two hours discuss- 
ing the details of the contract. O The com- 
mittee discussed the question of import 
duties on cars. O The board will discuss 
wage rises at its next meeting. O We dis- 
cussed delivery schedules with our sup- 
pliers. 


discussion /di'skaJ(a)n/ noun the act 
of talking about a problem © After ten 
minutes’ discussion the board agreed the 
salary increases. O We spent the whole 
day in discussions with our suppliers. 


discussion board  /di'skaf(a)n 
bo:d/, discussion group /di'skaf(a)n 
gru:p/ noun 1. a group of people who 
discuss something by sending emails to 
the group and where each member can re- 
spond and see the responses of other 
members 2. an area on a website where 
people can write in their own opinions, 
ideas and announcements 


diseconomies of scale /dis1 
\konomiz ov 'sketl/ plural noun a situa- 
tion where increased production leads to a 
higher production cost per unit or average 
production cost 
COMMENT: After having increased pro- 
duction using the existing workforce and 
machinery, giving economies of scale, 
the company finds that in order to in- 






































crease production further it has to em- 
ploy more workers and buy more ma- 
chinery, leading to an increase in unit 
cost. 
disembark /,distm'ba:k/ verb to get 
off a boat or plane 
disembarkation /,distmba: 
'kerf(9)n/ noun an act of getting off a 
boat or plane 
disembarkation card /,disemba: 
'kerf(ə)n ka:d/ noun a card which allows 
you to get off a plane or boat, and return 
after a short time 
disenfranchise /,dısın'frænt farz/ 
verb to take away someone ’s right to vote 
O The company has tried to disenfran- 
chise the ordinary shareholders. 
dishonour /dis'pn9/ verb o to dishon- 
our a bill not to pay a bill (NOTE: The US 
spelling is dishonor.) 
dishonoured cheque /dis,onod 
't fek/ noun a cheque which the bank will 
not pay because there is not enough mon- 
ey in the account to pay it 
disincentive /,disin'sentrv/ noun 
something which discourages, especially 
something which discourages people 
from working O The low salary offered 
was a disincentive to work. 
disinflation /,disin'flerf(a)n/ noun the 
process of reducing inflation in the econ- 
omy by increasing tax and reducing the 
level of money supply. Compare defla- 
tion 
disintegration /dıs ınti'grerf(ə)n/ 
noun the decision to stop producing some 
goods or supplies and to buy them in in- 
stead O Disintegration has meant we now 
have to buy all of our plastic parts. O Part 
of the company’s disintegration policy in- 
volved selling off the factories. 
disintermediation —/dis,mtomi:di 
‘erf(a)n/ noun the removal of any inter- 
mediaries from a process so that, e.g., 
manufacturers sell direct to consumers in- 
stead of selling their products through 
wholesalers and retailers 
disinvest /,disin'vest/ verb to reduce 
investment by not replacing capital assets 
when they wear out 
disinvestment /,disin'vestmont/ 
noun a reduction in capital assets by not 
replacing them when they wear out 
disk /disk/ noun a round flat object, 
used to store information in computers 
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disk drive /‘disk drarv/ noun a part of 
a computer which makes a disk spin 
round in order to read it or store informa- 
tion on it 

diskette /dr'sket/ noun a small floppy 
disk O She sent a diskette of the accounts 
to her accountant. 

dismiss /dıs'mıs/ verb 1. o to dismiss 
an employee to remove an employee 
from a job O She was dismissed for being 
late. 2. to refuse to accept O The court 
dismissed the claim. 

dismissal /dis'mis(9)l/ noun the re- 
moval of an employee from a job, either 
by sacking or by not renewing a contract 
dismissal procedures /dıs'mıs(ə)l 
prə,si:d3əz/ plural noun the correct way 
to dismiss someone, following the rules in 
the contract of employment 

disparity /di'spzriti/ noun a differ- 
ence (NOTE: The plural is disparities.) 
dispatch /di'spztJ/ noun 1. the send- 
ing of goods to a customer O Production 
difficulties held up dispatch for several 
weeks. 2. goods which have been sent O 
The weekly dispatch went off yesterday. m 
verb to send goods to customers O The 
goods were dispatched last Friday. 
dispatch department /di'spets dı 
,paitmont/ noun the department which 
deals with the packing and sending of 
goods to customers 

dispatcher /di'spzxtfa/ noun 1. a per- 
son who sends goods to customers 2. US 
a person responsible for the route sched- 
ules of taxis, buses, trucks, etc. 
dispatch note /di'spetf nout/ noun a 
note saying that goods have been sent 
dispatch rider /di'spetf ,ratdo/ noun 
a motorcyclist who delivers messages or 
parcels in a town 

dispersion /di'sp3:f(9)n/ noun the at- 
tempt by a distributor to distribute a prod- 
uct to a market 

display /di'splet/ noun the showing of 
goods for sale O an attractive display of 
kitchen equipment O The shop has several 
car models on display. m verb to show O 
The company was displaying three new 
car models at the show. 

display advertisement /di'spler od 
v3itismont/, display ad /di'sple1 æd/ 
noun an advertisement which is well de- 
signed or printed in bold type to attract at- 
tention 














display cabinet /di'spler ,kebmot/ 
noun a piece of furniture with a glass top 
or glass doors for showing goods for sale 
display material /di'sple1 mo,trorial/ 
noun material used to attract attention to 
goods which are for sale, e.g. posters and 
photographs 

display pack /di'sple1 pæk/ noun a 
special box for showing goods for sale O 
The watches are prepacked in plastic dis- 
play boxes. 

display panel /di'spler ,pen(o)l/ 
noun a flat area for displaying goods in a 
shop window 

display stand /di'splet stænd/ nouna 
special stand for showing goods for sale 
disposable /di'spauzab(a)l/ adjective 
which can be used and then thrown away 
O The machine serves soup in disposable 
paper cups. 

disposable income /d1,spouzab(a)l 
'‘inkam/, disposable personal income 
/di,spouzab(a)l_ p3sis(ə)nəl 'ınkam/ 
noun the income left after tax and nation- 
al insurance have been deducted 
disposable personal income /dı 
,spəuzəb(ə)l ,p3:s(a)nal 'ınkam/ noun 
the income left after tax and national in- 
surance have been deducted. Also called 
take-home pay 

disposal /dī'spəuz(ə)l/ noun a sale O a 
disposal of securities O The company has 
started a systematic disposal of its prop- 
erty portfolio. o lease or business for dis- 
posal a lease or business for sale 
dispose /di'spauz/ verb n to dispose 
of to get rid of or to sell, especially cheap- 
ly O to dispose of excess stock O to dis- 
pose of excess equipment O He is plan- 
ning to dispose of his business in the new 
year. 

dispute /di'spju:t, 'dispju:t/ noun a 
disagreement O dispute between two de- 
partments in an organisation o to adjudi- 
cate or mediate in a dispute to try to set- 
tle a dispute between other parties W verb 
to argue that something is wrong O he dis- 
puted the bill 

disputes procedure /di'spju:tz pra 
,si1d3ə/ noun a formal way of resolving 
disputes between a trade union and man- 
agement 

disqualification /dis ,kwolif1 
'ke1J(a)n/ noun the act of making some- 
one disqualified to do something 
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‘Even ‘administrative offences’ can result 
in disqualification. A person may be dis- 
qualified for up to five years following 
persistent breach of company legislation 
in terms of failing to file returns, accounts 
and other documents with the Registrar’ 
[Accountancy] 
disqualify /dis'kwoltfat/ verb to make 
a person unqualified to do something, 
such as to be a director of a company 
dissolution /,diso'lu:f(9)n/ noun the 
ending of a partnership 


dissolve /di'zvlv/ verb to bring to an 
end O to dissolve a partnership 


distrain /dr'stretn/ verb to seize goods 
to pay for debts 


distress /dr'stres/ noun the act of tak- 
ing someone’s goods to pay for debts 
distress merchandise /di'stres 
sms3itfendais/ noun US goods sold 
cheaply to pay a company’s debts 
distress sale /di'stres setl/ noun a 
sale of goods at low prices to pay a com- 
pany’s debts 

distribute /di'stribju:t/ verb 1. to 
share out dividends O Profits were dis- 
tributed among the shareholders. 2. to 
send out goods from a manufacturer’s 
warehouse to retail shops O Smith Ltd dis- 
tributes for several smaller companies. O 
All orders are distributed from our ware- 
house near Oxford. 


distribution /,distri'bju:S(o)n/ noun 
1. the act of sending goods from the man- 
ufacturer to the wholesaler and then to re- 
tailers O Stock is held in a distribution 
centre which deals with all order process- 
ing. O Distribution costs have risen 
sharply over the last 18 months. O She 
has several years’ experience as distribu- 
tion manager. 2. the act of sharing some- 
thing among several people 

‘British distribution companies are poised 

to capture a major share of the European 

market’ [Management News] 
distribution channel = /,distr1 
'bju:f(©)n ,tfaeen(e)l/ noun the route by 
which a product or service reaches a cus- 
tomer after it leaves the producer or sup- 
plier (NOTE: A distribution channel usual- 
ly consists of a chain of intermediaries, 
for example wholesalers and retailers, 
that is designed to move goods from the 
point of production to the point of con- 
sumption in the most efficient way.) 


“...there is evidence that distribution chan- 

nels are supply driven’ [Quarterly Review 

of Marketing] 
distribution network / distri 
'bju:f(o)n ,netws3:k/ noun a series of 
points or small warehouses from which 
goods are sent all over a country 
distribution slip /,dıistrr'bju:f(ə)n 
slip/ noun a paper attached to a document 
or to a magazine, showing all the people 
in an office who should read it 
distributive /di'stribjutiv/ adjective 
referring to distribution 
distributive trades /dr'stribjutiv 
,tretdz/ plural noun all businesses in- 
volved in the distribution of goods 
distributor /dr'stribjuts/ noun a com- 
pany which sells goods for another com- 
pany which makes them o a network of 
distributors a number of distributors 
spread all over a country 
distributorship /di'stribjutafip/ 
noun the position of being a distributor 
for a company 
district /‘distrikt/ noun a section of a 
country or of a town O district manager 
diversification /dat,v3:sif1'ke1f(9)n/ 
noun the process of adding another quite 
different type of business to a firm’s exist- 
ing trade 
diversify /dat'vaistfat/ verb 1. to add 
new types of business to existing ones O 
The company is planning to diversify into 
new products. 2. to invest in different 
types of shares or savings so as to spread 
the risk of loss 
divest /dat'vest/ verb n to divest one- 
self of something to get rid of something 
O The company had divested itself of its 
US interests. 
divestiture /dar'vestitfa/ noun a sale 
of an asset 
divestment /dat'vestmont/ noun the 
dropping or sale of a whole product line, 
to allow the company to concentrate on 
other products 
divide /di'vard/ verb to cut into separate 
sections O The country is divided into six 
sales areas. O The two companies agreed 
to divide the market between them. 
dividend /‘dividend/ noun a percent- 
age of profits paid to shareholders o to 
raise or increase the dividend to pay out 
a higher dividend than in the previous 
year o to maintain the dividend to keep 
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the same dividend as in the previous year 
to omit or pass the dividend to pay no 
dividend o the shares are quoted ex div- 
idend the share price does not include the 
right to the dividend 
COMMENT: The dividend is calculated as 
the proportion of profits a company can 
pay to its shareholders after tax has 
been paid, always keeping some of the 
profit back to reinvest in the company’s 
products or activities. Large companies 
usually pay dividends twice a year, once 
after the half-year results have been de- 
clared (called the ‘interim dividend’) and 
gain when the final results are published. 
dividend cover /‘dividend ,kavo/ 
noun the ratio of profits to dividends paid 
to shareholders 
dividend forecast /'dıvıdend 
forkarst/ noun a forecast of the amount 
of an expected dividend 
dividend warrant —=_/,drvidend 
'wpront/ noun a cheque which makes 
payment of a dividend (NOTE: The US 
term is dividend check.) 
dividend yield /‘dividend ji:ld/ noun 
a dividend expressed as a percentage of 
the current market price of a share 
divider /dr'vardə/ noun a sheet of col- 
oured cardboard which fits into a ring 
binder to separate different series of 
sheets of paper 
division /di'v13(9)n/ noun 1. the main 
section of a large company O the market- 
ing division O the production division O 
the retail division O the hotel division of 
the leisure group 2. a company which is 
part of a large group O Smith’s is now a 
division of the Brown group of compa- 
nies. 3. the act of separating a whole into 
parts O the division of responsibility be- 
tween managers 
divisional /di'v13(a)n(2)I/ adjective re- 
ferring to a division O a divisional direc- 
tor O the divisional headquarters 
divisional headquarters /dı 
,v13(9)nol_,hed'kwo:toz/ plural noun 
the main office of a division of a company 
division of labour /di,v13(0)n ov 
'lerbə/ noun a production system where 
work is split up into clearly defined tasks 
and areas of responsibility 
DIY abbr do-it-yourself 
DM, D-mark abbr Deutschmark 


dock /dpk/ noun a harbour, a place 
where ships can load or unload O loading 


























dock O a dock worker © the dock manager 
the docks part of a town where the har- 
bour is m verb 1. to go into dock O the 
ship docked at 17.00 2. to remove money 
from someone’s wages O We will have to 
dock your pay if you are late for work 
again. O He had £20 docked from his pay 














for being late. 


dock dues /'dok dju:z/ plural noun a 
payment which a ship makes to the har- 
bour authorities for the right to use the 
harbour 


docket /‘dokit/ noun a list of contents 
of a package which is being sent 
dockyard /'‘dokja:d/ noun a place 
where ships are built 


doctor’s certificate /'doktəz sə 
itrfikot/ noun a document written by a 
doctor to say that a worker is ill and can- 
not work O He has been off sick for ten 
days and still has not sent in a doctor’s 
certificate. 


document /'‘dokjumont/ noun a paper, 
especially an official paper, with written 
information on it O He left a file of docu- 
ments in the taxi. O She asked to see the 
documents relating to the case. 


documentary /,dokju'ment(a)ri/ ad- 
jective in the form of documents © docu- 
mentary evidence 


documentary evidence 
/,dvkjument(a)ri 'evid(a)ns/ noun evi- 
dence in the form of documents 
documentary proof 
/,dokjument(a)ri 'pru:f/ noun a proof in 
the form of a document 
documentation /,dokjumen 
'terf(a)n/ noun all the documents refer- 
ring to something O Please send me the 
complete documentation concerning the 
sale. 


DoE abbr Department of Employment 


dog /dpg/ noun a product that has a low 
market share and a low growth rate, and 
so is likely to be dropped from the compa- 
ny’s product line 

dog-eat-dog /,dpg i:t 'dog/ noun mar- 
keting activity where everyone fights for 
their own product and attacks competitors 
mercilessly (informal) 

dogsbody /'dogzbndi/ noun a person 
who does all types of work in an office for 
very low wages (informal) 


do-it-yourself 
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do-it-yourself /,du: ıt ja'self/ adjec- 
tive done by an ordinary person, not by a 
skilled worker 

dole /daul/ noun money given by the 
government to unemployed people o he is 
receiving dole payments, he is on the 
dole he is receiving unemployment bene- 
fits 

dole queue /'dəul kju:/ noun a line of 
people waiting to collect their unemploy- 
ment money (NOTE: The US term is dole 
line.) 

dollar /‘dola/ noun a unit of currency 
used in the US and other countries such as 
Australia, Bahamas, Barbados, Bermuda, 
Brunei, Canada, Fiji, Hong Kong, Jamai- 
ca, New Zealand, Singapore and Zimba- 
bwe O The US dollar rose 2%. O They 
sent a cheque for fifty Canadian dollars. 
O It costs six Australian dollars. 0 a five 
dollar bill a banknote for five dollars 
dollar area /'dplər ,earia/ noun an area 
of the world where the US dollar is the 
main trading currency 

dollar balances /'dolo ,belonsiz/ 
noun a country’s trade balances ex- 
pressed in US dollars 

dollar crisis /'dolə ,kratsts/ noun a 
fall in the exchange rate for the US dollar 
dollar gap /,dvlo 'gzp/ noun a situa- 
tion where the supply of US dollars is not 
enough to satisfy the demand for them 
from overseas buyers 

dollar millionaire /,dolo ,miljə'neə/ 
noun a person who has more than one 
million dollars 

dollar stocks /,dolo 'stokz/ plural 
noun shares in US companies 
domestic /da'mesttk/ adjective 1. re- 
ferring to the home market or the market 
of the country where the business is situ- 
ated O Domestic sales have increased 
over the last six months. 2. for use in the 
home O Glue which is intended for both 
domestic and industrial use. 

domestic appliances /do,mestik 9 
‘plaronsiz/ plural noun electrical ma- 
chines which are used in the home, e.g. 
washing machines 

domestic consumption /do,mestik 
kon'sampfJon/ noun use in the home 
country O Domestic consumption of oil 
has fallen sharply. 

domestic market /də,mestık 
‘markit/ noun the market in the country 


























where a company is based O They pro- 
duce goods for the domestic market. 
domestic production /do,mestik 
prə'dakfən/ noun the production of 
goods for use in the home country 
domestic sales /do'mestik seilz/ 
noun sales in the home country 
domestic trade /do'mestik treid/ 
noun trade within the home country 
domicile /‘domisarl/ noun the country 
where someone lives or where a compa- 
ny’s office is registered m verb o she is 
domiciled in Denmark she lives in Den- 
mark officially bills domiciled in 
France bills of exchange which have to 
be paid in France 

donee /,dou'ni:/ noun a person who re- 
ceives a gift from a donor 

donor /'dəunə/ noun a person who 
gives, especially someone who gives 
money 

door-to-door /,do: tə 'do:/ adjective 
going from one house to the next, asking 
the occupiers to buy something or to vote 
for someone O door-to-door canvassing 
O We have 200 door-to-door salesmen. O 
Door-to-door selling is banned in this 
part of the village. 

door-to-door salesman /,do: ta do: 
'serlzmən/ noun a man who goes from 
one house to the next, asking people to 
buy something 

dormant /‘do:mont/ adjective no long- 
er active or no longer operating 
dormant account /,do:mont ə 
'kaunt/ noun a past customer who is no 
longer buying O Let’s re-establish contact 
with some of our dormant accounts. O All 
the old reports on dormant accounts have 
been filed away. 

dossier /'dpsie1/ noun a file of docu- 
ments 

dot.com /dpvt'kpm/, dot-com /dot 
kpm/ noun a business that markets its 
products through the Internet, rather than 
by using traditional marketing channels 
dot-matrix printer /,dot ,mertriks 
‘prints/ noun a cheap printer which 
makes letters by printing many small dots 
(the quality is not as good as laser printers 
or inkjet printers) 

dotted line /,dvtid 'larn/ noun a line 
made of a series of dots O Please sign on 
the dotted line. O Do not write anything 
below the dotted line. 
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double /‘dab(o)l/ adjective twice as 
large or two times the size O Their turno- 
ver is double ours. a to be on double 
time to earn twice the usual wages for 
working on Sundays or other holidays 
in double figures with two figures, from 
10 to 99 O Inflation is in double figures. O 
We have had double-figure inflation for 
some years. @ verb to become twice as 
big, or make something twice as big O We 
have doubled our profits this year or our 
profits have doubled this year. O The com- 
pany’s borrowings have doubled. 


double-book /,dab(o)l 'buk/ verb to 
let the same hotel room, plane seat, etc., 
to more than one person at a time O We 
had to change our flight as we were dou- 
ble-booked. 


double-digit /,dab(a)! 'did3it/ adjec- 
tive more than 10 and less than 100 
double-entry bookkeeping 
/,dab(a)l ,entri 'bukki:pm/ noun the 
most commonly used system of book- 
keeping, based on the principle that every 
financial transaction involves the simulta- 
neous receiving and giving of value, and 
is therefore recorded twice 

double opt-in /,dab(o)l 'ppt ,1n/ noun 
a method by which users who want to re- 
ceive information or services from a web- 
site can register themselves as subscribers 
double taxation /dab(s)l tek 
'serf(ə)n/ noun the act of taxing the same 
income twice 


double taxation agreement 
/,dab(e)l tek'serf(a)n 9,grizmont/, 
double taxation treaty /,dab(a)l tek 
'serf(ə)n ,tri:ti/ noun an agreement be- 
tween two countries that a person living 
in one country shall not be taxed in both 
countries on the income earned in the oth- 
er country 

doubtful debt /,dautf(9)l 'det/ noun a 
debt which may never be paid 

doubtful loan / dautf(9)l 'loun/ noun 
a loan which may never be repaid 

Dow o the Dow Same as Dow Jones In- 
dex o the Dow 30 Same as Dow Jones 
Industrial Average 

Dow 30 /,dau 'O3:ti/ noun same as Dow 
Jones Industrial Average 

Dow Jones Average /,dau 'd3aunz 
,2v(9)r1d3/ noun same as Dow Jones 
Industrial Average 


















































Dow Jones Index /dau 'dzaunz 
Indeks/ noun any of several indices pub- 
lished by the Dow Jones Co., based on 
prices on the New York Stock Exchange. 
Dow Jones Industrial Average 
/dau ,d30unz in'dastrial ,zv(a)rid3/ 
noun an index of share prices on the New 
York Stock Exchange, based on a group 
of thirty major corporations O The Dow 
Jones Average rose ten points. O General 
optimism showed in the rise on the Dow 
Jones Average. Abbreviation DJIA 
down /daun/ adverb, preposition in a 
lower position or to a lower position O 
The inflation rate is gradually coming 
down. O Shares are slightly down on the 
day. O The price of petrol has gone down. 
to pay money down to pay a deposit O 
They paid £50 down and the rest in 
monthly instalments. 

down tools phrasal verb to stop work- 

ing O The entire workforce downed 

tools in protest. 
downgrade /'daungreid/ verb to re- 
duce the importance of someone or of a 
job O The post was downgraded in the 
company reorganisation. 
download /daun'loud/ verb to load 
data or a program onto a computer from 
another computer 
down market /'daun ,markit/ noun a 
stock market which is falling or is at its 
lowest level 
downmarket /,daun'markit/ adverb, 
adjective cheaper or appealing to a less 
wealthy section of the population O The 
company has adopted a downmarket im- 
age. o the company has decided to go 
downmarket the company has decided to 
do down-market 
down payment /,daun 'permont/ 
nouna part of a total payment made in ad- 
vance O We made a down payment of 
$100. 
downside /'daunsard/ noun the 
sales force have been asked to give 
downside forecasts they have been asked 
for pessimistic forecasts 
downside factor /‘daunsaid ,faekto/, 
downside potential /,daunsaid pə 
'tenf(o)l/ noun the possibility of making 
a loss in an investment 
downside risk /‘daunsard risk/ noun 
a risk that an investment will fall in value. 
Opposite upside potential 
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downsizing /'daunsarzıy/ noun the 
process of reducing the size of something, 
especially reducing the number of people 
employed in a company to make it more 
profitable 


downstream /'daunstri:m/ adjective 
referring to the operations of a company 
at the end of a process (such as selling 
petrol through garages considered as an 
operation of a petroleum company). 
Compare upstream 


downstream progress /,daunstri:m 
‘prougres/ noun easy progress by a com- 
pany towards achieving its aims, when it 
benefits from favourable conditions and 
trends. Opposite upstream progress 


down time /‘daun tarm/ noun 1. the 
time when a machine is not working or 
not available because it is broken or being 
mended 2. time when a worker cannot 
work because machines have broken 
down or because components are not 
available 

downtown /'dauntaun/ adjective, ad- 
verb, noun (in) the central business dis- 
trict of a town O His office is in downtown 
New York. O She works in a downtown 
store. O They established a business 
downtown. 


downturn /'daunts:n/ noun the move- 
ment towards lower prices, sales or profits 
O a downturn in the market price O The 
last quarter saw a downturn in the econ- 
omy. 

dozen /'daz(ə)n/ noun a twelve O to 
sell in sets of one dozen o cheaper by the 
dozen the product is cheaper if you buy 
twelve at a time 


Dr, DR abbr 1. debtor 2. drachma 


drachma /'drækmə/ noun a former unit 
of currency in Greece 


draft /dra:ft/ noun 1. an order for mon- 
ey to be paid by a bank O We asked for 
payment by banker’s draft. o to make a 
draft on a bank to ask a bank to pay 
money for you 2. a first rough plan or 
document which has not been finished O 
The finance depart O A draft of the con- 
tract or The draft contract is waiting for 
the MD’s comments. O He drew up the 
draft agreement on the back of an enve- 
lope. @ verb to make a first rough plan of 
a document O to draft a letter O to draft a 
contract O The contract is still being 
drafted or is still in the drafting stage. 


























drafter /‘dra:fta/ noun a person who 
makes a draft O the drafter of the agree- 
ment 


drafting /‘dra:ft1n/ noun an act of pre- 
paring the draft of a document O The 
drafting of the contract took six weeks. 


drain /drem/ noun a gradual loss of 
money flowing away O The costs of the 
London office are a continual drain on 
our resources. ™@ verb to remove some- 
thing gradually O The expansion plan has 
drained all our profits. O The company’s 
capital resources have drained away. 


draw /dro:/ verb 1. to take money away 
O to draw money out of an account o to 
draw a salary to have a salary paid by the 
company O The chairman does not draw 
a salary. 2. to write a cheque O She paid 
the invoice with a cheque drawn on an 
Egyptian bank. (NOTE: drawing — drew — 
has drawn) 
draw down phrasal verb to draw mon- 
ey which is available under a credit 
agreement 
draw up phrasal verb to write a legal 
document O to draw up a contract or an 
agreement O to draw up a company’s 
articles of association 


drawback /‘dro:bek/ noun 1. some- 
thing which is not convenient or which is 
likely to cause problems O One of the 
main drawbacks of the scheme is that it 
will take six years to complete. 2. a rebate 
on customs duty for imported goods when 
these are then used in producing exports 


drawee /dro:'i:/ noun the person or 
bank asked to make a payment by a draw- 
er 

drawer /'dro:a/ noun the person who 
writes a cheque or a bill asking a drawee 
to pay money to a payee o the bank re- 
turned the cheque to drawer the bank 
would not pay the cheque because the 
person who wrote it did not have enough 
money in the account to pay it 

drawing account /‘dro:y 9,kaunt/ 
noun a current account, or any account 
from which the customer may take money 
when he or she wants 

drift /drift/ verb to move gradually in a 
particular direction O Shares drifted low- 
er ina dull market. O Strikers are drifting 
back to work. 

drive /dratv/ noun 1. an energetic way 
of doing things o She has a lot of drive 
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she is very energetic in business 2. a part 
of a machine which makes other parts 
work @ verb 1. to make a motor vehicle 
go in a specific direction O He was driv- 
ing to work when he heard the news on the 
car radio. O She drives a company car. 2. 
She drives a hard bargain she is a dif- 
ficult person to negotiate with 


driver /‘dratva/ noun something or 
someone that provides an impetus for 
something to happen 


driving licence /'drarvıy _,lats(9)ns/ 
noun the official document which shows 
someone is legally allowed to drive a car, 
truck or other vehicle O Applicants for the 
job should hold a valid driving licence. 
(NOTE: The US term is driver’s license.) 


drop /drop/ noun a fall O a drop in sales 
O Sales show a drop of 10%. O The drop 
in prices resulted in no significant in- 
crease in sales. @ verb 1. to fall O Sales 
have dropped by 10% or have dropped 
10%. O The pound dropped three points 
against the dollar. 2. not to keep in a 
product range O We have dropped these 
items from the catalogue because they’ve 
been losing sales steadily for some time. 
(NOTE: dropping — dropped) 
‘...while unemployment dropped by 1.6 
per cent in the rural areas, it rose by 1.9 per 
cent in urban areas during the period under 
review’ [Business Times (Lagos)] 
“...corporate profits for the first quarter 
showed a 4 per cent drop from last year’s 
final three months’ [Financial Times] 
“...since last summer American interest 
rates have dropped by between three and 
four percentage points’ [Sunday Times] 
drop ship phrasal verb to deliver a 
large order direct to a customer 


drop shipment /‘drop fıpmənt/ 
noun the delivery of a large order from 
the manufacturer direct to a customer’s 
shop or warehouse without going through 
an agent or wholesaler 

drug(s) trafficker /‘dragz ,treftko/ 
noun a person who deals illegally in 
drugs O He was stopped at customs be- 
cause they suspected he was a drug traf- 
ficker. 

dry goods /,drar 'gudz/ plural noun 
cloth, clothes and household goods 

dry measure /,drar 'me3a/ noun a 
way of calculating the quantity of loose 
dry goods (such as corn) 














form 


DSS abbr decision support system 

DTI abbr Department of Trade and In- 
dustry 

DTP abbr desk-top publishing 


dubious /'dju:bias/ adjective doubtful, 
probably not legal O Dubious business 
practices can cause a collapse of market 
confidence. 


duck /dak/» lame duck 


dud /dad/ noun, adjective referring to a 
coin or banknote which is false or not 
good, or something which does not do 
what it is supposed to do (informal) O The 
£50 note was a dud. 


dud cheque /,dad 'tfek/ noun a 
cheque which cannot be cashed because 
the person writing it has not enough mon- 
ey in the account to pay it 


due /dju:/ adjective 1. owed O a sum 
due from a debtor o to fall or become 
due to be ready for payment o bill due on 
May Ist a bill which has to be paid on 
May Ist o balance due to us the amount 
owed to us which should be paid 2. ex- 
pected to arrive O She is due to come for 
interview at 10.30. 3. correct and appro- 
priate in the situation o in due form writ- 
ten in the correct legal form O a receipt in 
due form O a contract drawn up in due 
after due consideration of the 
problem after thinking seriously about 
the problem o due to caused by O The 
company pays the wages of staff who are 
absent due to illness. 4. expected to do 
something, especially to arrive or appear 
O The committee is due to report next 
month. 
“...many expect the US economic indica- 
tors for April, due out this Thursday, to 
show faster economic growth’ [Australian 
Financial Review] 
due diligence /,dju: 'dilid3ans/ noun 
the examination of a company’s accounts 
prior to a potential takeover by another or- 
ganisation. This assessment is often un- 
dertaken by an independent third party. 
dues /dju:z/ plural noun 1. regular sub- 
scription payments made by a union 
member to the union 2. orders taken but 
not supplied until new stock arrives o to 
release dues to send off orders which had 
been piling up while a product was out of 
stock O We have recorded thousands of 
dues for that item and our supplier cannot 


supply it. 
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dull market/,dal 'ma:kıt/ noun a mar- 
ket where little business is done 
dullness /'dalnəs/ noun the fact of be- 
ing dull O the dullness of the market 
duly /'dju:li/ adverb 1. properly O duly 
authorised representative 2. as was ex- 


pected O We duly received his letter of 


21st October. O We duly met the union 
representatives to discuss the takeover. 
dummy /'dami/ noun an imitation prod- 
uct to test the reaction of potential cus- 
tomers to its design 
dummy pack /'dami pæk/ noun an 
empty pack for display in a shop 
dump /damp/ verbo to dump goods on 
a market to get rid of large quantities of 
excess goods cheaply in an overseas mar- 
ket 
‘...a serious threat lies in the 400,000 
tonnes of subsidized beef in European cold 
stores. If dumped, this meat will have dis- 
astrous effects in Pacific Basin markets’ 
[Australian Financial Review] 
dump bin /‘damp bin/ noun a display 
container like a large box which is filled 
with goods for sale 
dumping /‘dampm/ noun the act of 
getting rid of excess goods cheaply in an 
overseas market O The government has 
passed anti-dumping legislation. O 
Dumping of goods on the European mar- 
ket is banned. 0 panic dumping of ster- 
ling a rush to sell sterling at any price be- 
cause of possible devaluation 
Dun & Bradstreet /dan on 
‘breedstri:t/ noun an organisation which 
produces reports on the financial rating of 
companies, and also acts as a debt collec- 
tion agency. Abbreviation D&B 
duplicate noun /‘dju:plikot/ a copy O 
He sent me the duplicate of the contract. 
duplicate receipt, duplicate of a re- 
ceipt copy of a receipt o in duplicate 
with a copy O to print an invoice in dupli- 
cate o receipt in duplicate two copies of 
areceipt m verb /‘dju:plikert/ 1. o to du- 
plicate with another (of a bookkeeping 
entry) to repeat another entry or to be the 
same as another entry 2. o to duplicate a 
letter to make a copy of a letter 
duplicating /‘dju:plikertin/ noun the 
action of copying 
duplicating machine 
/‘dju:plikert1 mo, fi:n/ noun a machine 
which makes copies of documents 






















































































duplicating paper /‘dju:plikertin 
,\peIpo/ noun a special type of paper for 
use in a duplicating machine 
duplication /,dju:pli'ke1f(9)n/ noun 
the act of doing something that is already 
being done in the same way by somebody 
else, copying o duplication of work the 
fact of doing the same work twice unnec- 
essarily 
duplicator /'dju:plıkertə/ noun a ma- 
chine which makes copies of documents 
durable /'djuərəb(ə)l/ adjective o du- 
rable effects effects which will be felt for 
a long time O These demographic chang- 
es will have durable effects on the econo- 
my. 
durable goods /'djuərəb(ə)l gudz/ 
plural noun goods which will be used for 
a long time, e.g. washing machines or re- 
frigerators 
dust cover /'dast ,kava/ noun a cover 
which is put over a machine such as a 
computer to keep dust off 
go Dutch phrasal verb to share the bill 
in a restaurant 
Dutch auction /,datf 'o:kfan/ noun 
an auction in which the auctioneer offers 
an item for sale at a high price and then 
gradually reduces the price until someone 
makes a bid 
dutiable goods /,dju:tiab(a)l 'gudz/ 
plural noun goods on which a customs 
duty has to be paid 
duty /‘dju:ti/ noun 1. a tax which has to 
be paid O Traders are asking the govern- 
ment to take the duty off alcohol or to put 
a duty on cigarettes. o goods which are 
liable to duty goods on which customs or 
excise tax has to be paid 2. work which 
has to be done o on duty doing official 
work which is part of your job O She has 
been on duty all day. O Two security 
guards were on duty at the time of the 
theft. 3. a moral or legal obligation O the 
employee’s duty to his employer O He felt 
he had a duty to show his successor how 
the job was done. 
‘Canadian and European negotiators 
agreed to a deal under which Canada could 
lower its import duties on $150 million 
worth of European goods’ [Globe and 
Mail (Toronto)| 
“,..the Department of Customs and Excise 
collected a total of N79m under the new 
advance duty payment scheme’ [Business 
Times (Lagos)] 
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duty-free /,dju:ti 'fri:/ adjective, ad- 
verb sold with no duty to be paid O She 
bought duty-free perfume at the airport. O 
He bought the watch duty-free. 
duty-free shop /,dju:ti ‘fri: fop/ 
noun a shop at an airport or on a ship 
where goods can be bought without pay- 
ing duty 

duty of care /,dju:ti ov 'keə/ noun a 
duty which every person has not to act in 
a negligent way 

duty-paid goods /,dju:ti 'perd gudz/ 
plural noun goods where the duty has 
been paid 

duvet day /‘du:ver de1/ noun a day on 
which an employer allows an employee to 
call in and say that they do not feel like 
coming to work and will be absent (NOTE: 
Duvet days are more popular in the Unit- 


ed States — where they are called ‘per- 
sonal days’ — than in the United King- 
dom. Organisations that allow them do 
not usually make them part of written 
policy, limit them to two or three per year 
and sometimes only offer them to key 
employees.) 

Dynamic HTML /dat,nemik ,ertf ti: 
em 'el/ noun a tool for creating limited 
animated graphics on a website that can 
be viewed by most browsers. Its major ad- 
vantage is that it does not require a plug- 
in to be viewed by users. Abbreviation 
DHTML 

dynamic pricing /dar,næmık 
‘praisin/ noun pricing that changes when 
the demand for something increases or 
decreases 


E 


e- /i:/ prefix referring to electronics or the 
Internet 

e-address /'i: 9,dres/ noun a series of 
letters and full stops which make up an 
address for email O my email address is: 
peter&pcp.co.uk 

e-alliance /'i: ə,larəns/ noun a partner- 
ship between organisations that do busi- 
ness over the web. Studies show that the 
most successful e-alliances have been 
those that link traditional off-line busi- 
nesses with businesses that specialise in 
operating online entities. 

e. & 0.€. abbr errors and omissions ex- 
cepted 

early /'s:l1/ adjective, adverb before the 
usual time O The mail arrived early. o to 
take early retirement to retire from work 
before the usual age o at an early date 
very soon ™ adjective at the beginning of 
a period of time O He took an early flight 





























to Paris. o we hope for an early resump- 
tion of negotiations we hope negotia- 
tions will start again soon 

early adopter /,3:]i ə'doptə/ noun an 
individual or organisation that is one of 
the first to make use of a new technology 
early closing day /,3:li 'klouzin de1/ 
noun a weekday, usually Wednesday or 
Thursday, when some shops close in the 
afternoon 

early majority /,3:li mo'd3priti/ noun 
a category of buyers of a product who buy 
it later than the early adopters 


early retirement /,3:li r1'taromont/ 
noun a scheme where a company encour- 
ages employees to retire earlier than usu- 
al, and receive financial compensation for 
this O early retirement at fifty-five O He 
took early retirement. O The management 
offered some of the senior staff early re- 
tirement. 
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early withdrawal /,3:li w10'dro:ol/ 
noun the act of withdrawing money from 
a deposit account before the due date O 
Early withdrawal usually incurs a penal- 
ty. 

earmark /‘ramatk/ verb /'13,matk/ to 
reserve for a special purpose O fo ear- 
mark funds for a project O The grant is 
earmarked for computer systems develop- 
ment. 


earn /s:n/ verb 1. to be paid money for 
working O to earn £100 a week O Our 
agent in Paris certainly does not earn his 
commission. O Her new job is more of a 
transfer than a promotion, since she 
doesn’t earn any more. © How much do 
you earn in your new job? 2. to produce 
interest or dividends O a building society 
account which earns interest at 10% O 
What level of dividend do these shares 


earn? 


earned income /s:nd ‘inkam/ noun 
income from wages, salaries, pensions, 
fees, rental income, etc., as opposed to 
‘unearned’ income from investments 


earnest /'sinist/ noun money paid as 
an initial payment by a buyer to a seller, to 
show commitment to the contract of sale 


earning capacity /'s:nin ko,pesiti/ 
noun the amount of money someone 
should be able to earn 


earning potential /'s:nin po,tenfol/ 
noun 1. the amount of money a person 
should be able to earn in his or her profes- 
sional capacity 2. the amount of dividend 
which a share is capable of earning 


earning power /'3:n1n ,pavo/ noun 
the amount of money someone should be 
able to earn O She is such a fine designer 
that her earning power is very large. 


earnings /'s:n1z/ plural noun 1. sala- 
ry, wages, dividends or interest received 
O High earnings in top management re- 
flect the heavy responsibilities involved. 
O The calculation is based on average 
earnings over three years. 2. money 
which is earned in interest or dividend 
‘...the US now accounts for more than 
half of our world-wide sales. It has made a 
huge contribution to our earnings turna- 
round’ [Duns Business Month] 
“...last fiscal year the chain reported a 
116% jump in earnings, to $6.4 million or 
$1.10 a share’ [Barrons] 


earnings performance /'s:n1nz po 
formons/ noun a way in which shares 
earn dividends 

earnings per share /,3:n1nz po 'Jeo/ 
plural noun the money earned in divi- 
dends per share, shown as a percentage of 
the market price of one share. Abbrevia- 
tion EPS 

earnings-related pension /,3:n1nz 
ri,lertid 'penfon/ noun a pension which 
is linked to the size of a person’s salary 
earnings yield /'s:ınıyz ji:ld/ noun 
the money earned in dividends per share 
as a percentage of the current market 
price of the share 


ease /i:z/ verb to fall a little O The share 
index eased slightly today. @ noun a 
slight fall in prices 

easement /‘i:zmont/ noun a right 
which someone has to use land belonging 
to someone else (such as for a path across 
someone’s land to a garage) 

easily /‘i:zili/ adverb 1. without any dif- 
ficulty O we passed through customs eas- 
ily 2. much, a lot (compared to something 
else) O He is easily our best salesman. O 
The firm is easily the biggest in the mar- 
ket. 


easy /'i:zi/ adjective 1. not difficult 2. 
referring to a market where few people 
are buying, so prices are lower than they 
were before O The Stock Exchange was 
easy yesterday. share prices are easier 
prices have fallen slightly 

easy market /,i:zi 'markit/ noun a 
market where few people are buying, so 
prices are lower than they were before O 
The Stock Exchange was easy yesterday. 
easy monetary policy /,i:zi 
‘manit(a)ri ,polisi/ noun same as easy 
money policy 

easy money /‘i:zi 'mani/ noun 1. 
money which can be earned with no diffi- 
culty 2. a loan available on easy repay- 
ment terms 

easy money policy /,i:zi ‘mani 
\polisi/ noun a government policy of ex- 
panding the economy by making money 
more easily available, e.g. through lower 
interest rates and easy access to credit 
easy terms /,i:zi 't3:mz/ plural noun 
financial terms which are not difficult to 
accept O The shop is let on very easy 
terms. 
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e-business /'i: ,b1znas/ noun 1. a gen- 
eral term that refers to any type of busi- 
ness activity on the Internet, including 
marketing, branding and research O E- 
business is a rising part of the economy. 
2. a company that does its business using 
the Internet 
“...the enormous potential of e-business is 
that it can automate the link between sup- 
pliers and customers’ [Investors Chroni- 
cle] 
EC abbr European Community (NOTE: 
now called the European Union) 
ECB abbr European Central Bank 
ECGD abbr Export Credit Guarantee 
Department 
echelon /'efalon/ noun a group of peo- 
ple of a certain grade in an organisation O 
the upper echelons of industry O Commu- 
nications have improved between the 
higher and lower echelons in the compa- 
ny. 
ecological priority /,i:ko,lod31k(9)1 
prat'priti/ noun the need for organisa- 
tions and governments to pay as much at- 
tention to protecting the environment as 
to achieving economic success 
e-commerce /'i: ,koms:s/ noun a gen- 
eral term that is usually used to refer to 
the process of buying and selling goods 
over the Internet 
‘...the problem is that if e-commerce takes 
just a 3 per cent slice of the market that 
would be enough to reduce margins to rib- 
bons’ [Investors Chronicle] 
“...the new economy requires new compa- 
ny structures. He believes that other blue- 
chip organizations are going to find that 
new set-ups would be needed to attract and 
retain the best talent for e-commerce’ 
[Times | 
econometrics /1,knno'metriks/ plu- 
ral noun the study of the statistics of eco- 
nomics, using computers to analyse these 
statistics and make forecasts using math- 
ematical models 
economic /,i:ko'nomrk/ adjective 1. 
providing enough money to make a profit 
O The flat is let at an economic rent. O It 
is hardly economic for the company to 
run its own warehouse. 2. referring to the 
financial state of a country O economic 
planning O economic trends O Economic 
planners are expecting a consumer-led 
boom. O The government’s economic pol- 
icy is in ruins after the devaluation. O The 


economic situation is getting worse. O 
The country’s economic system needs 
more regulation. 

“...each of the major issues on the agenda 

at this week’s meeting is important to the 

government’s success in overall economic 
management’ 

[Australian Financial Review] 
economical /,i:ka'nomik(a)l/ adjec- 
tive saving money or materials or being 
less expensive O This car is very econom- 
ical. o economical car a car which does 
not use much petrol o an economical use 
of resources the fact of using resources as 
carefully as possible 
economic crisis —/,izkonomik 
'krarsıs/, economic depression /,i:ko 
momik di'pref(9)n/ noun a situation 
where a country is in financial collapse O 
The government has introduced import 
controls to solve the current economic 
crisis. 
economic cycle = /,izkonomrk 
‘satk(9)l/ noun a period during which 
trade expands, then slows down and then 
expands again 
economic development 
/,izkonpmik di'velopmont/ noun the ex- 
pansion of the commercial and financial 
situation O The government has offered 
tax incentives to speed up the economic 
development of the region. © Economic 
development has been relatively slow in 
the north, compared with the rest of the 
country. 
economic growth  /i:konomik 
'‘grau@/ noun the rate at which a country’s 
national income grows 
economic indicator /,i:konpmik 
‘indikeitoz/ noun various statistics, e.g. 
for the unemployment rate or overseas 
trade, which show how the economy is 
going to perform in the short or long term 
economic model /i:kənomık 
'mod(ə)l/ noun a computerised plan of a 
country’s economic system, used for fore- 
casting economic trends 
economic order quantity 
/itkonomik 'oida ,kwontiti/ noun the 
quantity of stocks which a company 
should hold, calculated on the basis of the 
costs of warehousing, of lower unit costs 
because of higher quantities purchased, 
the rate at which stocks are used and the 
time it takes for suppliers to deliver new 
orders. Abbreviation EOQ 
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economic planning /,i:konomik 
‘planin/ noun the process of planning 
the future financial state of the country for 
the government 


economics /,i:ka'npmiks/ noun the 
study of the production, distribution, sell- 
ing and use of goods and services m plural 
noun the study of financial structures to 
show how a product or service is costed 
and what returns it produces O I do not 
understand the economics of the coal in- 
dustry. (NOTE: [all senses] takes a singu- 
lar verb) 

“...believers in free-market economics of- 

ten find it hard to sort out their views on 

the issue’ [Economist] 
economic sanctions /,i:konpmik 
‘seenkf(o)ns/ plural noun restrictions on 
trade with a country in order to influence 
its political situation or in order to make 
its government change its policy O to im- 
pose economic sanctions on a country 


economic stagnation /,i:konomik 
stæg'nerf(ə)n/ noun a lack of expansion 
in the economy 


economic trend /,i:konpmik 'trend/ 
noun the way in which a country’s econ- 
omy is moving 

economies of scale /1,knnomiz ov 
'skerl/ plural noun a situation in which a 
product is made more profitable by man- 
ufacturing it in larger quantities so that 
each unit costs less to make. Compare di- 
seconomies of scale 


economist /1'konomist/ noun a per- 
son who specialises in the study of eco- 
nomics O Government economists are 
forecasting a growth rate of 3% next year. 
O An agricultural economist studies the 
economics of the agriculture industry. 


economize /I'kpnomaiz/ verb o to 
economize on petrol to save petrol 


economy /1'konomi/ noun 1. an action 
which is intended to stop money or mate- 
rials from being wasted, or the quality of 
being careful not to waste money or mate- 
rials o to introduce economies or econ- 
omy measures into the system to start 
using methods to save money or materials 
2. the financial state of a country, or the 
way in which a country makes and uses its 
money O The country’s economy is in ru- 
ins. 

*...the European economies are being held 

back by rigid labor markets and wage 


























structures, huge expenditures on social 
welfare programs and restrictions on the 
free movement of goods’ [Duns Business 
Month] 
economy car /1'konomi ka:/ noun a 
car which does not use much petrol 
economy class /i'konomi_ kla:s/ 
noun a lower-quality, less expensive way 
of travelling O J travel economy class be- 
cause it is cheaper. O I always travels first 
class because economy class is too un- 
comfortable. 
economy drive /i'konəmi drarv/ 
noun a vigorous effort to save money or 
materials 
economy measure /'kpnomi 
,me3oa/ noun an action to save money or 
materials 
economy size /1'konomi saiz/ noun a 
large size or large packet which is cheaper 
than usual 
edge /ed3/ noun an advantage O Having 
a local office gives us a competitive edge 
over Smith Ltd. a to have the edge on a 
rival company to be slightly more profit- 
able or to have a slightly larger share of 
the market than a rival 
“...the leading index edged down slightly 
for the week ended May 13, its first drop 
in six weeks’ [Business Week] 
“...the evidence suggests that US compa- 
nies have not lost their competitive edge 
over the last 20 years’ [Harvard Business 
Review] 
EDI abbr electronic data interchange 


editor /'edrtə/ noun a person in charge 
of a newspaper or a section of a newspa- 
per O the editor of the ‘Times’ 

editorial /,edt'to:rial/ adjective refer- 
ring to editors or to editing m noun the 
main article in a newspaper, written by the 
editor 

editorial board /edi,to:rial 'bo:d/ 
nouna group of editors on a newspaper or 
other publication 

EDP abbr electronic data processing 
EEA abbr European Economic Area 
EEC abbr European Economic Commu- 
nity (NOTE: now called the European 
Union (EU)) 

effect /1'fekt/ noun 1. a result O The ef- 














fect of the pay increase was to raise pro- 





ductivity levels. 2. an operation o terms 
of a contract which take effect or come 
into effect from January Ist terms 
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which start to operate on January 1st 
prices are increased 10% with effect 
from January 1st new prices will apply 
from January 1st o to remain in effect to 
continue to be applied 3. meaning o a 
clause to the effect that a clause which 
means that o we have made provision to 
this effect we have put into the contract 
terms which will make this work E verb 
to carry out o to effect a payment to 
make a payment o to effect customs 
clearance to clear something through 
customs O to effect a settlement be- 
tween two parties to bring two parties to- 
gether and make them agree to a settle- 
ment 


effective /1'fektiv/ adjective 1. actual, 
as opposed to theoretical 2. o a clause ef- 
fective as from January Ist a clause 
which starts to be applied on January 1st 
3. producing results O Advertising in the 
Sunday papers is the most effective way of 
selling. O She is an effective marketing 
manager. ò cost-effective 


effective control /1,fektrv kan'traul/ 
noun a situation where someone owns a 
large number of shares in a company, but 
less than 50%, and so in effect controls 
the company because no other single 
shareholder can outvote him or her 


effective date /1'fektiv deit/ nounthe 
date on which a rule or contract starts to 
be applied, or on which a transaction 
takes place 


effective demand /ifektiv di 
‘mar:nd/ noun the actual demand for a 
product which can be paid for 


effectiveness /1'fektivnas/ noun the 
quality of working successfully or pro- 
ducing results O J doubt the effectiveness 
of television advertising. O Her effective- 
ness as a manager was due to her quick 
grasp of detail. ù cost-effectiveness 


effective yield /1,fektiv 'ji:ld/ noun 
an actual yield shown as a percentage of 
the price paid after adjustments have been 
made 

effectual /1'fektfual/ adjective which 
produces a correct result 

efficiency /1'f1J(9)nsi/ noun the ability 
to work well or to produce the right result 
or the right work quickly O a business ef- 
ficiency exhibition O The bus system is 
run with a high degree of efficiency. O We 



















































































called in an efficiency expert to report on 
ways of increasing profitability. 
‘increased control means improved effi- 
ciency in purchasing, shipping, sales and 
delivery’ [Duns Business Month] 
efficient /1'f1f(a)nt/ adjective able to 
work well or to produce the right result 
quickly O the efficient working of a sys- 
tem O An efficient assistant is invaluable. 
O An efficient new machine would save 
time. 
efficiently /1'f1f(a)ntli/ adverb in an 
efficient way O She organised the sales 
conference very efficiently. 
efflux /‘eflaks/ noun the act of flowing 
out O the efflux of capital to North Amer- 
ica 
effort /‘efat/ noun an act of using the 
mind or body to do something O The sales 
staff made great efforts to increase sales. 
O Thanks to the efforts of the finance de- 
partment, overheads have been reduced. 
O If we make one more effort, we should 
clear the backlog of orders. 
EFQM abbr European Foundation for 
Quality Management 
EFT abbr electronic funds transfer 
EFTA abbr European Free Trade Associ- 
ation 
EFTPOS abbr electronic funds transfer 
at point of sale 
e.g. /'i:'d3i:/ e.g. or such as O The con- 
tract is valid in some countries (e.g. 
France and Belgium) but not in others. 
EGM abbr extraordinary general meet- 
ing 
800 number /eit'handrad ,nambə/ 
US toll-free number, telephone number 
beginning with the digits 800, on which 
calls can be made free of charge, such as 
to reply to an ad (the supplier pays for 
them, not the caller) (NOTE: The UK term 
is 0800 number.) 
eighty/twenty law /,erti 'twenti ru:/, 
80/20 law noun the rule that a small per- 
centage of customers may account for a 
large percentage of sales. ) Pareto’s Law 
elastic /1'lestik/ adjective able to ex- 
pand or contract easily because of small 
changes in price 
elasticity /,1le'stistti/ noun the ability 
to change easily in response to a change 
in circumstances o elasticity of supply 
and demand changes in supply and de- 
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mand of an item depending on its market 
price 

elect /1'lekt/ verb 1. to choose someone 
by a vote O to elect the officers of an as- 
sociation O She was elected president of 
the staff club. 2. to choose to do some- 
thing O He elected to take early retire- 
ment. 

-elect /1lekt/ suffix referring to a person 
who has been elected but has not yet start- 
ed the term of office 

election /1'lekfon/ noun the act of 
electing someone O the election of offic- 
ers of an association O the election of di- 
rectors by the shareholders 

electric /1'lektrtk/ adjective referring 
to electricity; worked by electricity O an 
electric typewriter 

electrical /1'lektrik(9)l/ adjective re- 
ferring to electricity O The engineers are 
trying to repair an electrical fault. 
electricity /1,lek'tristti/ noun a current 
used to make light, heat or power O The 
electricity was cut off this morning, so the 
computers could not work. O Our elec- 
tricity bill has increased considerably this 
quarter. O Electricity costs are an impor- 
tant factor in our overheads. 

electronic /,elek'trontk/ adjective re- 
ferring to computers and electronics 
electronic banking /,elektrontk 
‘beenkin/ noun the use of computers to 
carry out banking transactions such as 
withdrawals through cash dispensers or 
transfer of funds at point of sale 
electronic cash / elektronık 'kef/ 
noun same as digital cash 

electronic cheque / elektronık 
'tfek/ noun a system that transfers money 
electronically from the buyer’s current ac- 
count to the seller’s bank account 
electronic commerce /,elektronik 
'koms:s/ noun same as e-commerce 
electronic data interchange 
/ elektronık 'dertə ,intotfernd3/ noun 
a standard format used when business 
documents such as invoices and purchase 
orders are exchanged over electronic net- 
works such as the Internet. Abbreviation 
EDI 

electronic data processing 
/ elektronık 'dertə ,prausesiy/ noun 
the process of selecting and examining 
data stored in a computer to produce in- 
formation. Abbreviation EDP 


electronic engineer /,elektronık 
,end3i'nio/ noun an engineer who spe- 
cializes in electronic machines 


electronic funds transfer 
/ elektronık ,fandz ,trensfs: ət ,pornt 
əv 'serl/ noun the system used by bank- 
ing organisations for the movement of 
funds between accounts and for the provi- 
sion of services to the customer. Abbrevi- 
ation EFT 


electronic funds transfer at point 
of sale /,elektronik ,fandz ,treensfs: 
ət ,point ov 'serl/ noun the payment for 
goods or services by a bank customer us- 
ing a card that is swiped through an elec- 
tronic reader on the till, thereby transfer- 
ring the cash from the customer’s account 
to the retailer’s or service provider’s ac- 
count. Abbreviation EFTPOS 
electronic mail /,eliktronik 'merl/ 
noun same as email noun 1 

electronic point of sale /,elrktronik 
point ov 'serl/ noun a system where sales 
are charged automatically to a customer’s 
credit card and stock is controlled by the 
shop’s computer. Abbreviation EPOS 
electronics /,elek'troniks/ plural 
noun the scientific study of systems 
worked by a flow of electrons which are 
used in manufactured products, such as 
computers, calculators or telephones O 
the electronics industry O an electronics 
specialist or expert O an electronics engi- 
neer (NOTE: takes a singular verb) 
element /‘elrmant/ noun a basic part or 
the smallest unit into which something 
can be divided O the elements of a settle- 
ment O Work study resulted in a standard 
time for each job element. 

eligibility /,elrd31'bilrti/ noun the fact 
of being eligible O The chairman ques- 
tioned her eligibility to stand for re-elec- 
tion. 

eligible /‘el1d31b(9)l/ adjective possible 
to choose O She is eligible for re-election. 
eligible bill /‘elrd3zab(0)1 bil/ noun a 
bill which will be accepted by the Bank of 
England or the US Federal Reserve, and 
which can be used as security against a 
loan 

eliminate /r'lımınert/ verb to remove O 
to eliminate defects in the system O Using 
a computer should eliminate all possibil- 
ity of error. O We have decided to elimi- 
nate this series of old products from our 
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range. O Most of the candidates were 
eliminated after the first batch of tests. 
email /‘i:merl/, e-mail /'i: me1l/ noun 1. 
a system of sending messages from one 
computer terminal to another, using a mo- 
dem and telephone lines O You can con- 
tact me by phone or email if you want. 2. 
a message sent electronically O I had six 
emails from him today. @ verb to send a 
message from one computer to another, 
using a modem and telephone lines O She 
emailed her order to the warehouse. O I 
emailed him about the meeting. 

email address /‘i:meil 9,dres/ noun a 
series of letters and full stops which make 
up an address for email O my email ad- 
dress is: peter&pcp.co.uk O I'll give you 
my email address. 

emailing /‘i:merlm/ noun the process 
of sending something by email 

email mailing list /,i:merl ‘merlin 
,list/ noun a marketing technique that in- 
volves contacting a group of people from 
anywhere in the world and inviting them 
to discuss a particular topic and share in- 
formation and experience by email (NOTE: 
An email mailing list is run by a modera- 
tor who compiles a list of email address- 
es for possible members, mails them 
with the theme for discussion, collects 
their contributions, and publishes them 
by email so that other members of the 
group can respond to them.) 

e-mail signature /'i: merl ,stgnitfo/ 
noun a piece of text at the bottom of an e- 
mail, which contains information about 
the sender 

e-marketplace /ji: 'ma:kıtplers/ 
noun a network of connections that 
brings business-to-business buyers and 
sellers together on the Internet and ena- 
bles them to trade more efficiently online 
embargo /1m'ba:gau/ noun 1. a gov- 
ernment order which stops a type of trade 
to lay or put an embargo on trade 
with a country to say that trade with a 
country must not take place O The gov- 
ernment has put an embargo on the export 
of computer equipment. 0 to lift an em- 
bargo to allow trade to start again O The 
government has lifted the embargo on the 
export of computers. 0 to be under an 
embargo to be forbidden 2. a period of 
time during which specific information in 
a press release must not be published 
(NOTE: The plural is embargoes.) m verb 






































1. to stop trade, or not to allow something 
to be traded O The government has em- 
bargoed trade with the Eastern countries. 
2. not to allow publication of information 
for a period of time O The news of the 
merger has been embargoed until next 
Wednesday. 
“...the Commerce Department is planning 
to loosen export controls for products that 
have been embargoed but are readily 
available elsewhere in the West’ [Duns 
Business Month] 
embark /ım'ba:k/ verb 1. to go on a 
ship O the passengers embarked at South- 
ampton 2. o to embark on to start O The 
company has embarked on an expansion 
programme. 
embarkation /,emba:'ke1J(9)n/ noun 
the act of going on to a ship or plane 
embarkation card /,emba:'ke1f(a)n 
ka:d/ noun a card given to passengers 
getting on to a plane or ship 
embezzle /1m'bez(9)I/ verb to use ille- 
gally money which is not yours, or which 
you are looking after for someone O He 
was sent to prison for six months for em- 
bezzling his clients’ money. 
embezzlement /ım'bez(ə)lmənt/ 
noun the act of embezzling O He was sent 
to prison for six months for embezzle- 
ment. 
embezzler /im'bez(a)lo/ noun a per- 
son who embezzles 
emergency /1'm3:d3ənsi/ noun a dan- 
gerous situation where decisions have to 
be taken quickly o to take emergency 
measures to take action rapidly to stop a 
crisis developing O The company had to 
take emergency measures to stop losing 
money. 
emergency reserves /1,m3:d3(9)nsi 
r1'z31vz/ noun ready cash held in case it 
is needed suddenly 
emission credits /A'm1f(a)n 
ikredits/ plural noun theoretical reduc- 
tions in emissions of CO2 and other 
greenhouse gases which can be bought by 
a country from others who do not need 
them and set against its targets. They are 
allowed under the Kyoto treaty. 
emoluments /1'mvljumonts/ plural 
noun pay, salary or fees, or the earnings 
of directors who are not employees 
(NOTE: US English uses the singular 
emolument.) 
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emotional capital /1,mouf(o)n(o)l 
'keepit(9)I/ noun the emotional skills and 
experiences of employees, which give 
them the ability to communicate and form 
interpersonal relationships successfully, 
considered as an intangible asset of a 
company. Emotional capital is increasing- 
ly being considered to be an important 
factor in company performance. 
employ /1m'plot/ verb to give someone 
regular paid work o to employ twenty 
staff to have twenty people working for 
you o to employ twenty new staff to give 
work to twenty new people 
‘70 per cent of Australia’s labour force 
was employed in service activity’ 
[Australian Financial Review] 
employed /im'ploid/ adjective 1. in 
regular paid work o he is not gainfully 
employed he has no regular paid work 2. 
referring to money used profitably E p/u- 
ral noun people who are working O the 
employers and the employed 
employee /1m'plori:/ noun a person 
employed by another O Employees of the 
firm are eligible to join a profit-sharing 
scheme. O Relations between manage- 
ment and employees are good. O The 
company has decided to take on new em- 
ployees. 
“...companies introducing robotics think it 
important to involve individual employees 
in planning their introduction’ [Econo- 
mist] 
employee development /1m,ploti: 
di'velopmont/ noun additional training 
dedicated to increasing the skills, knowl- 
edge and experience of employees in or- 
der to improve their performance 
employee share ownership plan 
/tm'ploti: fea 'aunasip plen/, employ- 
ee share ownership programme /1m 
ploii: ‘fear ,sunasip ,prougreem/, em- 
ployee share scheme /1m,ploii: 'feə 
skirm/ noun a plan which allows employ- 
ees to obtain shares in the company for 
which they work, though tax may be pay- 
able if the shares are sold to employees at 
a price which is lower than the current 
market price. Abbreviation ESOP 
employer /1m'plora/ noun a person or 
company that has regular employees and 
pays them 
employer’s association /1m,plor1oz 
9,Sousi'elf(a)n/ noun same as employ- 
ers’ organisation 






































employer’s contribution /1m, plo1sz 
ikontri'bju:f(a)n/ noun money paid by 
an employer towards an employee’s pen- 
sion 
employers’ liability insurance /1m 
,ploraz ,lara'biliti in, fuerans/ noun in- 
surance to cover accidents which may 
happen at work, and for which the compa- 
ny may be responsible 
employers’ organisation /1m 
‘ploiaz o:ganal,zerf(a)n/, employers’ 
association /1m'ploioz əsəusi,erf(ə)n/ 
noun a group of employers with similar 
interests 
employment /1m'plormont/ noun reg- 
ular paid work o to be without employ- 
ment to have no work 

“...the blue-collar unions are the people 

who stand to lose most in terms of employ- 

ment growth’ [Sydney Morning Herald] 
employment agency /1m'plommoent 
,eIdzansi/ noun an office which finds 
jobs for staff 
employment bureau /ım'plormənt 
,bjuərəu/ noun an office which finds 
jobs for people 
employment contract /ım ,plormənt 
'kontrækt/ noun same as contract of 
employment 
employment office /m'plormont 
,Df1s/ noun an office which finds jobs for 
people 
employment opportunities /ım 
‘ploiment ppa,tjumitiz/ plural noun 
new jobs being available. Also called job 
opportunities 
employment protection /im 
‘plormont pro,tekfon/ noun the action 
of protecting employees against unfair 
dismissal 
employment tribunal /1m'plormont 
trai,bju:nal/ noun a government body 
responsible for dealing with disputes be- 
tween employees and employers 
emporium /1m'pos:rism/ noun a large 
shop (NOTE: The plural is emporia.) 
empower /1m'pavu2/ verb to give some- 
one the power to do something O She was 
empowered by the company to sign the 
contract. O Her new position empowers 
her to hire and fire at will. 
empowerment /im'pavoment/ noun 
the act of giving someone (such as an em- 
ployee) the power to take decisions 
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“...a district-level empowerment pro- 
gramme run in one of the government’s 
executive agencies failed because middle 
managers blocked it. Empowerment was 
officially defined by the agency as involv- 
ing delegation of responsibility and the en- 
couragement of innovation’ [People Man- 
agement] 


empties /'emptiz/ plural noun empty 
bottles or cases 


emptor /'emptə/ noun » caveat emp- 
tor 


enc, encl abbr enclosure 


encash /n'kæf/ verb to cash a cheque, 
to exchange a cheque for cash 


encashable /mn'kæfəb(ə)l/ adjective 
possible to cash 

encashment /in'kzefmont/ noun an 
act of exchanging for cash 


enclose /in'klauz/ verb to put some- 
thing inside an envelope with a letter O to 
enclose an invoice with a letter O I am en- 
closing a copy of the contract. O Please 
find the cheque enclosed herewith. O 
Please enclose a recent photograph with 
your CV. 


enclosure /1n'klau3a/ noun a docu- 
ment enclosed with a letter or package O 
a letter with enclosures O The enclosure 
turned out to be a free sample of perfume. 
O Sales material on other products was 
sent out as an enclosure. 


encourage /1n'karid3/ verb 1. to make 
it easier for something to happen O The 
general rise in wages encourages con- 
sumer spending. O Leaving your credit 
cards on your desk encourages people to 
steal or encourages stealing. O The com- 
pany is trying to encourage sales by giv- 
ing large discounts. 2. to help someone to 
do something by giving advice O He en- 
couraged me to apply for the job. 


encouragement = /in'karid3mont/ 
noun the act of giving advice to someone 
to help them to succeed O The designers 
produced a very marketable product, 
thanks to the encouragement of the sales 
director. O My family has been a source of 
great encouragement to me. 


encryption /in'kripfan/ noun a con- 
version of plain text to a secure coded 
form by means of a cipher system 

encumbrance /in'kambrons/ noun a 
liability which is attached usually to a 


property or land, e.g. a mortgage or 
charge 

end /end/ noun 1. the final point or last 
part O at the end of the contract period 
at the end of six months after six months 
have passed o to come to an end to finish 
O Our distribution agreement comes to an 
end next month. 2. 0 in the end at last, af- 
ter alot of problems O Jn the end the com- 
pany had to pull out of the US market. O 
In the end they signed the contract at the 
airport. O In the end the company had to 
call in the police. 3. o on end for a long 
time, with no breaks O The discussions 
continued for hours on end. O The work- 


















































force worked at top speed for weeks on 


end to finish the order on time. ™ verb to 
finish O The distribution agreement ends 
in July. O The chairman ended the discus- 
sion by getting up and walking out of the 
room. 
end in phrasal verb to have as a result 
O The AGM ended in the shareholders 
fighting on the floor. 
end up phrasal verb to finish O We 
ended up with a bill for £10,000. 
end of season sale /end ov 
'sizz(a)n seil/ noun a sale of goods at a 
lower price when the season in which 
they would be used is over such as sum- 
mer clothes sold cheaply in the autumn 
endorsee /,endo:'sii/ noun a person 
whose name is written on a bill or cheque 
as having the right to cash it 
endorsement /in'do:smont/ noun 1. 
the act of endorsing 2. a signature on a 
document which endorses it 3. a note on 
an insurance policy which adds condi- 
tions to the policy 
endorsement advertising /m 
‘doismont ,edvotarzin/ noun same as 
product endorsement 
endorser /1n'do:so/ noun a person who 
endorses a bill or cheque which is then 
paid to him or her 
endowment /in'daumont/ noun the 
act of giving money to provide a regular 
income 
COMMENT: The borrower pays interest on 
the mortgage in the usual way, but does 
not repay the capital; the endowment as- 
surance (a life insurance) is taken out to 
cover the total capital sum borrowed, 
and when the assurance matures the 
capital is paid off, and a further lump sum 


is usually available for payment to the 
borrower; a mortgage where the borrow- 
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er repays both interest and capital is 

called a ‘repayment mortgage’. 
endowment assurance /m 
‘daumont In,fusrans/, endowment in- 
surance noun an insurance policy where 
a sum of money is paid to the insured per- 
son on a specific date or to his heirs if he 
dies before that date 


endowment mortgage /in'daumont 
»mo:gid3/ noun a mortgage backed by an 
endowment policy 


endowment policy /m'daumont 
\polisi/ noun same as endowment as- 
surance 


end product /,end 'prodakt/ noun a 
manufactured product resulting from a 
production process 


end user /,end 'ju:zə/ noun a person 
who actually uses a product 


energetic /,ena'dzetik/ adjective with 
a lot of energy O The sales staff have 
made energetic attempts to sell the prod- 
uct. 


energy /‘enod3i/ noun 1. a force or 
strength O She hasn’t the energy to be a 
good salesman. O They wasted their ener- 
gies on trying to sell cars in the German 
market. (NOTE: The plural is energies.) 
2. power produced from electricity, petrol 
or a similar source O We try to save ener- 
gy by switching off the lights when the 
rooms are empty. O If you reduce the room 
temperature to eighteen degrees, you will 
save energy. 


energy conservation /,enod3i 
|konso'verf(a)n/ noun the process of 
saving energy and keeping fuel consump- 
tion as low as possible by controlling the 
amounts of electricity, gas, and other fu- 
els used in the workplace. Energy conser- 
vation can help to reduce costs and dam- 
age to the environment. 
energy-saving /‘enad3i ,servin/ ad- 
jective which saves energy O The compa- 
ny is introducing energy-saving meas- 
ures. 

energy-saving device /,enod3i 
servin di'vais/ noun a machine which 
saves energy or labour 

enforce /tn'fo:s/ verb to make sure 
something is done or that a rule is obeyed 
O to enforce the terms of a contract 
enforcement /1n'fs:smant/ noun the 
act of making sure that something is 


obeyed O enforcement of the terms of a 
contract 


engage /in'geid3/ verb 1. to arrange to 
employ employees or advisors O If we in- 
crease production we will need to engage 
more machinists. O She was engaged as a 
temporary replacement for the marketing 
manager who was ill. O The company has 
engaged twenty new sales representa- 
tives. O to engage someone to do some- 
thing to make someone do something le- 
gally O The contract engages us to a min- 
imum annual purchase. 2. to employ O 
We have engaged the best commercial 
lawyer to represent us. O The company 
has engaged twenty new salesmen. 3.0 to 
be engaged in to be busy with O He is en- 
gaged in work on computers. O The com- 
pany is engaged in trade with Africa. 
engaged /in'getd3d/ adjective busy 
(telephone) O You cannot speak to the 
manager — his line is engaged. 
engaged tone /1n'geid3d taun/ noun 
a sound made by a telephone when the 
line dialled is busy O 7 tried to phone the 
complaints department but got only the 
engaged tone. 

engagement /in'gerd3mont/ noun an 
agreement to do something o to break an 
engagement to do something not to do 
what you have legally agreed O Our 
agents broke their engagement not to sell 
our rivals’ products. 

engagements /in'ge1d3monts/ noun 
arrangements to meet people O J have no 
engagements for the rest of the day. O She 
noted the appointment in her engage- 
ments diary. 

engine /‘end3in/ noun a machine 
which drives something O A car with a 
small engine is more economical than one 
with a large one. O The lift engine has 
broken down again — we shall just have to 
walk up to the 4th floor. 

engineer /,end3i'nta/ noun a person 
who looks after technical equipment 
engineering /,end31'ntorin/ noun the 
science of technical equipment o an engi- 
neering consultant an engineer who 
gives specialist advice 

engineering department /,end31 
‘niorin di,pa:tmont/ noun a section of a 
company dealing with equipment 
enquire, enquiry /in'kwaro, m 
'‘kwatori/ same as inquire, inquiry 
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en route /,pn 'ru:t/ adverb on the way 
O The tanker sank when she was en route 
to the Gulf. 
entail /m'terl/ noun a legal condition 
which passes ownership of a property 
only to some specific persons W verb to 
involve O Itemising the sales figures will 
entail about ten days’ work. 
enter /‘entd/ verb 1. to go in O They all 
stood up when the chairman entered the 
room. O The company has spent millions 
trying to enter the do-it-yourself market. 
2. to write O to enter a name on a list O 
The clerk entered the interest in my bank 
book. O She entered a competition for a 
holiday in Greece. O They entered the 
sum in the ledger. a to enter a bid for 
something to offer (usually in writing) to 
buy something o to enter a caveat to 
warn legally that you have an interest in a 
case, and that no steps can be taken with- 
out your permission 
enter into phrasal verb to begin O to 
enter into relations with someone © to 
enter into negotiations with a foreign 
government O to enter into a partner- 
ship with a friend O The company does 
not want to enter into any long-term 
agreement. 
entering /'entərıy/ noun the act of 
writing items in a record 
enterprise /‘entopratz/ noun 1. initia- 
tive or willingness to take risks or to take 
responsibility O We are looking for enter- 
prise and ambition in our top managers. 
2. a system of carrying on a business 3. a 
business 
enterprise portal /,entopraiz 
"po:t(a)l/ noun a website that contains a 
wide variety of information and services 
useful to the employees of a particular or- 
ganisation for their work (NOTE: The es- 
sential difference between an enterprise 
portal and an intranet is that an enter- 
prise portal also provides external con- 
tent that may be useful, e.g. specialist 
news feeds and access to industry re- 
search reports.) 
enterprise zone /‘entopraiz zoun/ 
noun an area of the country where busi- 
nesses are encouraged to develop by of- 
fering special conditions such as easy 
planning permission for buildings or a re- 
duction in the business rate 
entertain /,ento'tein/ verb 1. to offer 
such things as meals, hotel accommoda- 


























tion and theatre tickets for the comfort 
and enjoyment of business visitors 2. to 
be ready to consider (a proposal) O The 
management will not entertain any sug- 
gestions from the union representatives. 


entertainment /,enta'ternmont/ 
noun the practice of offering meals or 
other recreation to business visitors 


entertainment allowance /,ento 
‘ternmont ə,lauəns/ noun money which 
managers are allowed by their company 
to spend on meals with visitors 


entertainment expenses /,ento 
‘teinmont 1k,spensiz/ plural noun mon- 
ey spent on giving meals to business visi- 
tors 

entitle /m'tart(9)l/ verb to give the right 
to someone to have something O After 
one year’s service the employee is entitled 
to four weeks’ holiday. o he is entitled to 
a discount he has the right to be given a 
discount 


entitlement /in'tait(a)lmont/ noun a 
person’s right to something 


entrance /'entrəns/ noun 1. a way in O 
The taxi will drop you at the main en- 
trance. O Deliveries should be made to 
the London Road entrance. 2. money 
which you have to pay to go in some- 
where O Entrance is £1.50 for adults and 
£1 for children. 


entrepot port /‘ontrapau po:t/ nouna 
town with a large international commer- 
cial port dealing in re-exports 

entrepot trade /'ontrəpəu trerd/ 
noun the exporting of imported goods 
entrepreneur /,ontrapra'ns:/ noun a 
person who directs a company and takes 
commercial risks 


entrepreneurial /,pntropro'na:riol/ 
adjective taking commercial risks O an 
entrepreneurial decision 

entrust /in'trast/ verb o to entrust 
someone with something, to entrust 
something to someone to give someone 
the responsibility for looking after some- 
thing O He was entrusted with the keys to 
the office safe. 


entry /'entri/ noun 1. an item of written 
information put in an accounts ledger 
(NOTE: The plural is entries.) o to make 
an entry in a ledger to write in details of 
a transaction 2. an act of going in or the 
place where you can go in O to pass a cus- 
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toms entry point O entry of goods under 
bond 

entry charge /‘entri tfa:d3/ noun 
money which you have to pay before you 
goin 

entry visa /‘entri ,vi:zo/ noun a visa 
allowing someone to enter a country 
environment /tn'vatranmont/ noun 
all the various types of computers, brows- 
ers or bandwidth access points by means 
of which a user may access a website. It is 
important to test a website within as many 
different environments as possible to 
make sure that it can be effectively ac- 
cessed by a variety of users. 
environmental management /in 
vaironment(a)l 'mznid3mont/ noun a 
planned approach to minimising an or- 
ganisation’s impact on the environment 
environmental management sys- 
tem /in,vairon,ment (o)l 
smeenid3mont 'sistom/ noun the vari- 
ous procedures and controls that an or- 
ganisation sets up in order to minimise its 
impact on the environment. Abbreviation 
EMS (NoTE: The ISO 14000 quality 
standards set out formally how environ- 
mental management systems should 
operate.) 

environmental scanning /in,varren 
sment(9)l 'skeenin/ noun the continuous 
monitoring of events and trends in the 
business environment 

EOC abbr Equal Opportunities Commis- 
sion 

EOQ abbr economic order quantity 
epos /‘i:pps/, EPOS, EPoS abbr elec- 
tronic point of sale 

EPS abbr earnings per share 

equal /'i:ikwəl/ adjective exactly the 
same O Male and female employees have 
equal pay. ™@ verb to be the same as O Pro- 
duction this month has equalled our best 
month ever. (NOTE: equalling - 
equalled. The US spelling is equaling — 
equaled.) 

equalisation /i:kwolat'ze1fon/ noun 
the process of making equal 

equalise /‘i:kwolaiz/, equalize verb to 
make equal O to equalise dividends 
equality /1'kwoliti/ noun the state of 
being equal 

equality of opportunity /1,kwoliti 
əv Dpe'tjumiti/ noun a situation where 


everyone, regardless of sex, race, class, 
etc., has the same opportunity to get a job 
equally /'i:kwali/ adverb so that each 
has or pays the same, or to the same de- 
gree O Costs will be shared equally be- 
tween the two parties. O They were both 
equally responsible for the disastrous 
launch. 


Equal Opportunities Commis- 
sion /,itkwal  ,vpa'tjumotiz kə 
sm1f(9)n/ noun a government body set up 
to make sure that no discrimination exists 
in employment. Abbreviation EOC 
equal opportunities programme 
/iikwəl ppə'tju:nıtiz  ,praugrem/ 
noun a programme to avoid discrimina- 
tion in employment (NOTE: The US term 
is affirmative action.) 

equal pay /‘i:kwal pe1/ noun the act of 
paying the same rate to men and women 
who do the same job 

equilibrium /,i:kwr'libriam/ noun the 
state of balance in the economy where 
supply equals demand or a country’s bal- 
ance of payments is neither in deficit nor 
in excess 


equip /1'kwip/ verb to provide with ma- 
chinery O to equip a factory with new ma- 
chinery O The office is fully equipped with 
word-processors. 

equipment /i'kwipmont/ noun ma- 
chinery and furniture required to make a 
factory or office work O office equipment 
or business equipment © an office equip- 
ment supplier O an office equipment cat- 
alogue 


equities /‘ekwitiz/ plural noun ordi- 
nary shares 
“...in the past three years commercial 
property has seriously underperformed eq- 
uities and dropped out of favour as a re- 
sult’ [Investors Chronicle] 
equity /‘ekwiti/ noun 1. a right to re- 
ceive dividends as part of the profit of a 
company in which you own shares 2. the 
ordinary shares in a company 3. the value 
of a company which is the property of its 
shareholders (the company’s assets less 
its liabilities, not including the ordinary 
share capital) 4. the value of an asset, 
such as a house, less any mortgage on it 
COMMENT: ‘Equity’ (also called ‘capital’ or 
‘shareholders’ equity’ or ‘shareholders’ 
capital’ or ‘shareholders’ funds’) is the 
current net value of the company includ- 
ing the nominal value of the shares in is- 
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sue. After several years a company 
would expect to increase its net worth 
above the value of the starting capital. 
‘Equity capital’ on the other hand is only 
the nominal value of the shares in issue. 
equity capital /‘ekwiti ,keprt(o)l/ 
noun the nominal value of the shares 
owned by the ordinary shareholders of a 
company (NOTE: Preference shares are 
not equity capital. If the company were 
wound up, none of the equity capital 
would be distributed to preference 
shareholders.) 
equity fund /‘ekwiti fand/ noun a 
fund which is invested in equities, not in 
government securities or other funds 
equity investment fund /,ekwiti in 
'vestmont ,fand/ noun same as equity 
fund 
equivalence /1'kwivolons/ noun the 
condition of having the same value or of 
being the same 
equivalent /1'kwivalont/ adjective 
to be equivalent to to have the same val- 
ue as or to be the same as O The total div- 
idend paid is equivalent to one quarter of 
the pretax profits. O Our managing direc- 
tor’s salary is equivalent to that of far less 
experienced employees in other organisa- 
tions. 
ergonomics /,3:g9'npmiks/ noun the 
study of the relationship between people 
at work and their working conditions, es- 
pecially the machines they use (NOTE: 
takes a singular verb) 
ergonomist /s:'gpnomist/ noun a sci- 
entist who studies people at work and 
tries to improve their working conditions 
ERM abbr exchange rate mechanism 
error /'erə/ noun a mistake O He made 
an error in calculating the total. O Some- 
one must have made a keyboarding error. 
in error, by error by mistake O The let- 
ter was sent to the London office in error. 
error rate /'erə rert/ noun the number 
of mistakes per thousand entries or per 
page 
errors and omissions excepted 
/erəz ond ovu,mif(a)nz_ rk'septid/ 
phrase words written on an invoice to 
show that the company has no responsi- 
bility for mistakes in the invoice. Abbre- 
viation e. & o.e. 
ESC /1'skerp/ noun a charter for em- 
ployees, drawn up by the EU in 1989, by 
which employees have the right to a fair 


























wage, and to equal treatment for men and 
women, a safe work environment, train- 
ing, freedom of association and collective 
bargaining, provision for disabled work- 
ers, freedom of movement from country 
to country, guaranteed standards of living 
both for the working population and for 
retired people. Full form European So- 
cial Charter. Also called Social Charter 
escalate /'eskoleit/ verb to increase 
steadily 

escalation /,esko'letf(a)n/ noun a 
steady increase O an escalation of wage 
demands © The union has threatened an 
escalation in strike action. o escalation 
of prices a steady increase in prices 
escalation clause /,eskə'lerf(ə)n 
klo:z/ noun same as escalator clause 
escalator clause /'eskəlertə klozz/ 
noun a clause in a contract allowing for 
regular price increases because of in- 
creased costs, or regular wage increases 
because of the increased cost of living 
escape clause /I'skerp klo:z/ noun a 
clause in a contract which allows one of 
the parties to avoid carrying out the terms 
of the contract under conditions 
escudo /es'kjudau/ noun a former unit 
of currency in Portugal 

e-shock /i: fok/ noun the revolutionary 
impact of e-commerce and its apparently 
irresistible progress 

ESOP abbr employee share ownership 
plan 

essential /1'senfal/ adjective very im- 
portant O Jt is essential that an agreement 
be reached before the end of the month. O 
The factory is lacking essential spare 
parts. 

essential foodstuffs /1,senfəl 'fu:d 
\Stafs/ plural noun very important food, 
such as bread or rice 

essentials /1'senfalz/ plural noun 
goods or products which are very impor- 
tant 

establish /1'stzbl1f/ verb to set up or to 
open O The company has established a 
branch in Australia. O The business was 
established in Scotland in 1823. © It is 
still a young company, having been estab- 
lished for only four years. o to establish 
oneself in business to become successful 
in a new business 

establishment /1'steblifmont/ noun 
1. a commercial business O He runs an 
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important printing establishment. 2. the 
number of people working in a company 
to be on the establishment to be a full- 
time employee o office with an estab- 
lishment of fifteen an office with a budg- 
eted staff of fifteen 


establishment charges ‘I 
‘steeblifmont ,tfa:d31z/ plural noun the 
cost of people and property in a compa- 
ny’s accounts 

estate /i'stert/ noun property left by a 
dead person 


estate agency /i'steit ,erd3ənsi/ 
noun an office which arranges for the sale 
of properties 

estate agent /I'steit ,erdzant/ noun a 
person in charge of an estate agency 
estate duty /1'stert ,dju:ti/ noun a tax 
paid on the property left by a dead person 
(NOTE: now called inheritance tax) 


estimate noun /‘estimot/ 1. a calcula- 
tion of the probable cost, size or time of 
something © Can you give me an estimate 
of how much time was spent on the job? 
these figures are only an estimate these 
are not the final accurate figures 2. a cal- 
culation by a contractor or seller of a serv- 
ice of how much something is likely to 
cost, given to a client in advance of an or- 
der © You should ask for an estimate be- 
fore committing yourselves. O Before we 
can give the grant we must have an esti- 
mate of the total costs involved. O Unfor- 
tunately the final bill was quite different 
from the estimate. 0 to put in an estimate 
to give someone a written calculation of 
the probable costs of carrying out a job O 
Three firms put in estimates for the job. m 
verb /‘estimeit/ 1. to calculate the prob- 
able cost, size or time of something O to 
estimate that it will cost £1m or to esti- 
mate costs at £lm O We estimate current 
sales at only 60% of last year. 2. o to es- 
timate for a job to state in writing the fu- 
ture costs of carrying out a piece of work 
so that a client can make an order O Three 
firms estimated for the refitting of the of- 
fices. 

estimated /‘estimertid/ adjective cal- 
culated approximately O estimated sales 
O Costs were slightly more than the esti- 
mated figure. 

estimated time of arrival (ETA) 
/,estrmotid ,tarm ov ə'rarv(ə)l/ noun a 






























































time when an aircraft, a coach or a group 
of tourists is expected to arrive 
estimation /,esti'merf(9)n/ noun an 
approximate calculation 
estimator /'estimeita/ noun a person 
whose job is to calculate estimates for 
carrying out work 
ETA abbr estimated time of arrival 
etc. /it'setra/ and so on O The import 
duty is to be paid on luxury items includ- 
ing cars, watches, etc. 
ethical investment /,c61k(o)l ın 
‘vestmont/ noun an investment in com- 
panies which follow certain moral stand- 
ards 
ethical screening /,e01k(a)l 
'skri:xnıy/ noun the process of checking 
companies against certain moral stand- 
ards, and removing those which do not 
conform 
ethics /‘eO1ks/ noun the moral aspects 
of decision-making O Whether or not we 
use such aggressive sales tactics is a mat- 
ter of ethics. (NOTE: takes a singular 
verb) 
e-ticket /‘i: tıkıt/ noun a booking, espe- 
cially for air travel, made on the Internet 
for which no paper ticket is issued to the 
customer 
EU abbr European Union © EU ministers 
met today in Brussels. O The USA is in- 
creasing its trade with the EU. 
euro /'juorau/ noun a unit of currency 
adopted as legal tender in several Europe- 
an countries from January Ist, 1999 O 
Many articles are priced in euros. O 
What’s the exchange rate for the euro? 
(NOTE: The plural is euro or euros.) 
“...cross-border mergers in the European 
Union have shot up since the introduction 
of the euro’ [Investors Chronicle] 
COMMENT: The countries which are 
joined together in the European Mone- 
tary Union and adopted the euro as their 
common currency in 1999 are: Austria, 
Belgium, Finland, France, Germany, Ire- 
land, Italy, Luxembourg, the Nether- 
lands, Portugal, and Spain. The conver- 
sion of these currencies to the euro was 
fixed on 1st January 1999 at the follow- 
ing rates: Austrian schilling: 13.7603; 
Belgian & Luxembourg franc: 40.3399; 
Finnish Markka: 5.94573; French franc: 
6.55957; German mark: 1.95583; Irish 
punt: 0.787564; Italian lira: 1936.27; 
Dutch guilder: 2.20371; Portuguese es- 
cudo: 200.482; Spanish peseta: 
166.386. The CFA franc and CFP franc 
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were pegged to the euro at the same 
time. 
Euro- /jusrau/ prefix referring to Eu- 
rope or the European Union 


euro account /'juərəu ə,kaunt/ noun 
a bank account in euros (NOTE: Written A 
before numbers: A250: say: ‘two hun- 
dred and fifty euros’.) 

Eurobond /'juərəubpnd/ noun a long- 
term bearer bond issued by an interna- 
tional corporation or government outside 
its country of origin and sold to purchas- 
ers who pay in a Eurocurrency, sold on 
the Eurobond market 


Eurobond market /,juoravubond 
'ma:kıt/ noun the market in Eurobonds 


Eurocard /'juərəuka:d/ a cheque card 
used when writing Eurocheques 


Eurocheque /'juərəutfek/ noun a 
cheque which can be cashed in any Euro- 
pean bank. The Eurocheque system is 
based in Brussels. 

Eurocurrency /'juərəukarənsi/ noun 
any currency used for trade within Europe 
but outside its country of origin, the Euro- 
dollar being the most important O a Euro- 
currency loan O the Eurocurrency market 


Eurodollar /'‘juaraudvla/ noun a US 
dollar deposited in a bank outside the US, 
used mainly for trade within Europe O a 
Eurodollar loan © the Eurodollar mar- 
kets 


Euroland /'juərəulænd/ noun same as 
Eurozone 


Euromarket /'juaraumarkit/ noun 1. 
the European Union seen as a potential 
market for sales 2. the Eurocurrency mar- 
ket, the international market for lending 
or borrowing in Eurocurrencies 


euronote /'juarau nout/ noun a short- 
term Eurocurrency bearer note 


Europe /'juərəp/ noun 1. the continent 
of Europe, the part of the world to the 
west of Asia, from Russia to Ireland O 
Most of the countries of Western Europe 
are members of the EU. © Poland is in 
eastern Europe, and Greece, Spain and 
Portugal are in southern Europe. 2. the 
same area, but not including the UK O 
Holidays in Europe are less popular than 
last year. 3. the European Union, includ- 
ing the UK O Canadian exports to Europe 
have risen by 25%. 4. other EU countries 
but not including the UK O British sales 
to Europe have increased this year. 


European /,juərə'pi:ən/ adjective re- 
ferring to Europe O They do business with 
several European countries. 


European Central Bank 
/,jusrapizan ,sentral 'beenk/ noun cen- 
tral bank for most of the countries in the 
European Union, those which have ac- 
cepted European Monetary Union and 
have the euro as their common currency. 
Abbreviation ECB 
‘...the ECB begins with some $300 billion 
of foreign exchange reserves, far more 
than any other central bank’ [Investors 
Chronicle] 
“...any change in the European bank’s 
statutes must be agreed and ratified by all 
EU member nations’ [The Times] 
European Commission 
/ jusropizon ka'm1f(a)n/ noun the main 
executive body of the EU, made up of 
members nominated by each member 
state. Also called Commission of the 
European Community 


European Common Market 
/ juərəpi:ən komon 'markit/ noun for- 
merly, the name for the European Com- 
munity, an organisation which links sev- 
eral European countries for the purposes 
of trade 


European Community /,juərəpi:ən 
kə'mju:nıti/ noun formerly, the name of 
the European Union. Abbreviation EC 


European Economic Area 
/ juərəpi:ən ,izkonpmik 'eorte/ an area 
comprising the countries of the EU and 
the members of EFTA, formed by an 
agreement on trade between the two or- 
ganisations. Abbreviation EEA 


European Economic Community 
/ juərəpi:ən ,izkonomik kə'mju:inıti/ 
noun a grouping of European countries 
which later became the European Union. 
Abbreviation EEC. Also called Europe- 
an Community 


European Foundation for Quality 
Management /,juora,piron faun 
ideif(an fə ,kwoloti 'mænıdzmənt/ 
noun an institution founded in the late 
1980s by leading companies in Western 
Europe to oversee standards in quality 
management and grants awards. It estab- 
lished the EFQM European Excellence 
Model, which focuses on the key ele- 
ments that sustain business success. Ab- 
breviation EFQM 


European 
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European Free Trade Associa- 
tion /,juaropiron fri: 'trerd ə 
,Sousielf(9)n/ noun a group of countries 
(Iceland, Liechtenstein, Norway and 
Switzerland) formed to encourage free- 
dom of trade between its members, and 
linked with the EU in the European Eco- 
nomic Area. Abbreviation EFTA 


European Monetary Union 
/ josropizen 'manit(a)ri ,ju:njən/ noun 
the process by which some of the member 
states of the EU joined together to adopt 
the euro as their common currency on Ist 
January 1999. Abbreviation EMU 


European Parliament /,juoropi:on 
‘parlomont/ noun the parliament with 
members (MEPs) from each country of 
the EU 


European Regional Development 
Fund /,juaropizon ri:rd3(ə)nəl dı 
‘velopmont fand/ noun a fund set up to 
provide grants to underdeveloped parts of 
Europe. Abbreviation ERDF 


European Social Charter 
/,jusrapizan ,sauf(a)l 'tfarta/ noun full 
form of ESC 
European Union = /,juorapizon 
‘jurnjon/ noun a group of European 
countries linked together by the Treaty of 
Rome. The European Community was set 
up in 1957 and changed its name to the 
European Union when it adopted the sin- 
gle market. It has now grown to include 
twenty-five member states. These are: 
Austria, Belgium, Cyprus, the Czech Re- 
public, Denmark, Estonia, Finland, 
France, Germany, Greece, Hungary, Ire- 
land, Italy, Latvia, Lithuania, Luxem- 
bourg, Malta, the Netherlands, Poland, 
Portugal, Slovakia, Slovenia, Spain, Swe- 
den and the United Kingdom. The mem- 
ber states of the EU are linked together by 
the Treaty of Rome in such a way that 
trade is more free, that money can be 
moved from one country to another free- 
ly, that people can move from one country 
to another more freely and that people can 
work more freely in other countries of the 
group (the four fundamental freedoms). 
COMMENT: The European Community 
was set up in 1957 and changed its 
name to the European Union when it 
adopted the Single Market. It has now 
grown to include fifteen member states. 
These are: Austria, Belgium, Denmark, 
Finland, France, Germany, Greece, Ire- 
land, Italy, Luxembourg, the Nether- 


lands, Portugal, Spain, Sweden and the 
United Kingdom; other countries are ne- 
gotiating to join. The member states of 
the EU are linked together by the Treaty 
of Rome in such a way that trade is more 
free, money can be moved from one 
country to another freely, people can 
move from one country to another more 
freely and people can work more freely 
in other countries of the group. 
Eurozone /'juarauzaun/ noun the Eu- 
ropean countries which use the euro as a 
common currency, seen as a group. Also 
called Euroland 
“...the European Central Bank left the 
door open yesterday for a cut in Eurozone 
interest rates’ [Financial Times] 
“...a sustained recovery in the euro will re- 
quire either a sharp slowdown in US 
growth or a rise in inflation and interest 
rates in the Eurozone beyond that already 
discounted’ [Investors Chronicle] 
evade /1'verd/ verb to try to avoid some- 
thing o to evade tax to try illegally to 
avoid paying tax 
evaluate /1'vzljueit/ verb to examine 
something to see how good it is 
evaluation /1,vzlju'erf(a)n/ noun the 
examination of a product to see how good 
it is 
evasion /1've13(a)n/ noun the act of 
avoiding something 
evidence /‘evid(a)ns/ noun written or 
spoken information O What evidence is 
there that the new employee is causing all 
the trouble? 
ex /eks/ prefix out of or from o price ex 
works, ex factory a price not including 
transport from the maker’s factory W 
without m™ preposition, prefix formerly O 
Mr Smith, the ex-chairman of the compa- 
ny 
exact /ig'zekt/ adjective strictly cor- 
rect, not varying in any way from, e.g. not 
any more or less than, what is stated O 
The exact time is 10.27. O The salesgirl 
asked me if I had the exact sum, since the 
shop had no change. 
exactly /ig'zektli/ adverb not varying 
in any way from, e.g. not any more or less 
than, what is stated O The total cost was 
exactly £6,500. 
examination /1g,zemt'netrf(9)n/ 
noun an act of looking at something very 
carefully to see if it is acceptable 
examine /ig'zemin/ verb to look at 
someone or something very carefully O 
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Customs officials asked to examine the in- 
side of the car. O The police are examin- 
ing the papers from the managing direc- 
tor’s safe. 


example /1g'za:mpal/ noun something 
chosen to show how things should be 
done O The motor show has many exam- 
ples of energy-saving cars on display. O 
Her sales success in Europe is an example 
of what can be achieved by determina- 
tion. o for example to show one thing out 
of many O The government wants to en- 
courage exports — for example, it gives 
free credit to exporters. 


exceed /1k'si:d/ verb to be more than O 
a discount not exceeding 15% O Last year 
costs exceeded 20% of income for the first 
time. o he has exceeded his credit limit 
he has borrowed more money than he is 
allowed 


excellent /‘eksalont/ adjective very 
good O The quality of the firm’s products 
is excellent, but its sales force is not large 
enough. 


except /1k'sept/ preposition, conjunc- 
tion not including O VAT is levied on all 
goods and services except books, newspa- 
pers and children’s clothes. O Sales are 
rising in all markets except the Far East. 


excepted /1k'septid/ adverb not in- 
cluding 


exceptional /tk'sepfon(a)l/ adjective 
different or not usual 


exceptional items /1k,sepfan(o)l 
‘aitomz/ plural noun items which arise 
from normal trading but which are unusu- 
al because of their size or nature; such 
items are shown separately in a note to the 
company’s accounts but not on the face of 
the P & L account unless they are profits 
or losses on the sale or termination of an 
operation, or costs of a fundamental reor- 
ganisation or restructuring which have a 
material effect on the nature and focus of 
the reporting entity’s operations, or prof- 
its or losses on the disposal of fixed assets 
exception reporting /tk,sepfon rı 
‘po:tin/ noun a system of information 
distribution that passes on only informa- 
tion that is new and out of the ordinary, in 
order to avoid overloading recipients with 
information that is out of date or has al- 
ready been transmitted to them. ù man- 
agement by exception 


























excess /'ekses/; /1k'ses/ noun, adjec- 
tive an amount which is more than what is 
allowed O an excess of expenditure over 
revenue O Excess costs have caused us 
considerable problems. in excess of 
above, more than O quantities in excess of 
twenty-five kilos 
“...most airlines give business class the 
same baggage allowance as first class, 
which can save large sums in excess bag- 
gage’ [Business Traveller] 
“...control of materials provides manufac- 
turers with an opportunity to reduce the 
amount of money tied up in excess materi- 
als’ [Duns Business Month] 
excess capacity /,ckses ko'pesiti/ 
noun spare capacity which is not being 
used 
excess demand /,ekses di'ma:nd/ 
noun more demand at the present price 
than sellers can satisfy O Much more ma- 
chinery and labour must be acquired to 
meet excess demand. 
excess fare /‘ekses fea/ noun an extra 
fare to be paid (such as for travelling first 
class with a second class ticket) 
excessive /tk'sestv/ adjective too 
large O Excessive production costs made 
the product uneconomic. 
excess profit /,ekses 'profit/ noun a 
profit which is higher than what is 
thought to be normal 
excess profits tax /,ekses ‘profits 
teeks/ noun a tax on profits which are 
higher than what is thought to be normal 
excess supply /,ekses sə'plar/ noun 
more supply at the present price than buy- 
ers want to buy 
exchange /iks'tfemnd3/ noun 1. the act 
of giving one thing for another 2. a mar- 
ket for shares, commodities, futures, etc. 
E verb 1. o to exchange something (for 
something else) to give one thing in place 
of something else O He exchanged his 
motorcycle for a car. O Goods can be ex- 
changed only on production of the sales 
slip. 2. o to exchange contracts to signa 
contract when buying a property, carried 
out by both buyer and seller at the same 
time 3. to change money of one country 
for money of another O to exchange euros 






































for pounds 


“...under the barter agreements, Nigeria 
will export crude oil in exchange for 
trucks, food, planes and chemicals’ 
[Wall Street Journal] 


exchangeable 
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exchangeable = //iks'tfeind3ab(a)I/ 
adjective possible to exchange 
exchange controls /1ks't fernd3 kan 
,traulz/ plural noun government restric- 
tions on changing the local currency into 
foreign currency O The government had 
to impose exchange controls to stop the 
rush to buy dollars. O They say the gov- 
ernment is going to lift exchange controls. 
exchange dealer /1ks'tfeind3 ,di:lo/ 
noun a person who buys and sells foreign 
currency 
exchange dealings /iks'tfeind3 
,di:lıņz/ plural noun the buying and sell- 
ing of foreign currency 
Exchange Equalisation Account 
/iks,tfemd3z  izkwolar'zerf(ajn ə 
kaunt/ noun an account with the Bank of 
England used by the government when 
buying or selling foreign currency to in- 
fluence the sterling exchange rate 
exchange of contracts /1ks t femnd3 
ov 'kontrakts/ noun the point in the sale 
of property when the buyer and the seller 
both sign the contract of sale, which then 
becomes binding 
exchange premium /tks'tfemd3 
\pri:miom/ noun an extra cost above the 
usual rate for buying a foreign currency 
exchanger /1ks'tfeind39/ noun a per- 
son who buys and sells foreign currency 
exchange rate /iks'tfemd3 reit/ 
noun 1. a rate at which one currency is 
exchanged for another. Also called rate 
of exchange 2. a figure that expresses 
how much a unit of one country’s curren- 
cy is worth in terms of the currency of an- 
other country 
“...can free trade be reconciled with a 
strong dollar resulting from floating ex- 
change rates’ [Duns Business Month] 
‘...a draft report on changes in the interna- 
tional monetary system casts doubt on any 
return to fixed exchange-rate parities’ 
[Wall Street Journal] 
exchange rate mechanism /tks 
'tfernd3 rert jmekoniz(a)m/ noun a 
former method of stabilising exchange 
rates within the European Monetary Sys- 
tem, where currencies could only move 
up or down within a narrow band (usually 
2.25% either way, but for some currencies 
this is widened to 6%) without involving 
a realignment of all the currencies in the 
system 


exchange transaction /1ks'tfemd3 
treen,zekfon/ noun a purchase or sale of 
foreign currency 

Exchequer /1ks'tfeka/ o the Excheq- 
uer 1. the fund of all money received by 
the government of the UK from taxes and 
other revenues 2. the British govern- 
ment’s account with the Bank of England 
3. the British government department 
dealing with public revenue 
Exchequer stocks /iks'tfekə stpks/ 
plural noun same as Treasury stocks 


excise /1k'saiz/ verb to cut out O Please 
excise all references to the strike in the 
minutes. 


excise duty /‘eksaiz ,dju:ti/ noun a 
tax on goods such as alcohol and petrol 
which are produced in the country 

exciseman /‘eksaizmzn/ noun a per- 
son who works in the Excise Department 


exclude /tk'sklu:d/ verb to keep out, or 
not to include O The interest charges have 
been excluded from the document. O 
Damage by fire is excluded from the poli- 
cy. 

excluding /tk'sklu:dm/ preposition 
not including O All sales staff, excluding 
those living in London, can claim expens- 
es for attending the sales conference. 
exclusion /1k'sklu:3(2)n/ noun 1. the 
act of not including something 2. an item 
reported on the tax return but on which no 
tax is payable 3. the action of cutting peo- 
ple off from being full members of socie- 
ty, because of lack of education, alcohol- 
ism or drug abuse, unemployment, etc. 
exclusion clause  /1k'sklu:3(9)n 
klə:z/ noun a clause in an insurance poli- 
cy or warranty which says which items or 
events are not covered 


exclusive /tk'sklu:stv/ adjective 1. 
limited to one person or group oO to have 
exclusive right to market a product to 
be the only person who has the right to 
market a product 2. o exclusive of not in- 
cluding O The invoice is exclusive of VAT. 
exclusive agreement /1k,sklu:siv ə 
‘grizmont/ noun an agreement where a 
person is made sole agent for a product in 
a market 

exclusive distributor /1k,sklu:srv dr 
'strıbjutə/ noun a retailer who is the 
only one in an area who is allowed by the 
manufacturer to sell a certain product 
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exclusivity /,eksklu:'srviti/ noun the 
exclusive right to market a product 


ex coupon /eks 'ku:pon/ adverb with- 
out the interest coupons or after interest 
has been paid 

excuse noun /tk'skjurs/ a reason for 
doing something wrong O His excuse for 
not coming to the meeting was that he had 
been told about it only the day before. 
the managing director refused to ac- 
cept the sales manager’s excuses for the 
poor sales she refused to believe that 
there was a good reason for the poor sales 
m verb /ik'skju:z/ to forgive a small mis- 
take O She can be excused for not know- 
ing the French for ‘photocopier’. 


ex-directory /,eks dat'rektai/ adjec- 
tive (telephone number) which is not 
printed in the telephone book O he has an 
ex-directory number 


ex dividend /eks '‘dividend/, ex div 
adjective referring to a share price not in- 
cluding the right to receive the next divi- 
dend O The shares went ex dividend yes- 
terday. Abbreviation xd 


execute /'eksikju:t/ verb to carry out 
an order O Failure to execute orders may 
lead to dismissal. O There were many 
practical difficulties in executing the 
managing director’s instructions. 


execution /,eksi'kju:f(9)n/ noun the 
catrying out of a commercial order or 
contract 


executive /1g'zekjutiv/ adjective 
putting decisions into action ™ noun a 
person in a business who takes decisions, 
a manager or director O sales executives 
O a senior or junior executive 
“...one in ten students commented on the 
long hours which executives worked’ 
[Employment Gazette | 
“...our executives are motivated by a de- 
sire to carry out a project to the best of 
their ability’ [British Business] 
executive committee /1g,zekjutiv 
kə'mıti/ noun a committee which runs a 
society or a club 
executive director /1g,zekjutiv dar 
'rektə/ noun a director who works full- 
time in the company, as opposed to a 
‘non-executive director’ 
executive power /1g,zekjutiv 'pauo/ 
nouna right to act as director or to put de- 
cisions into action 














executive search /ig'zekjutiv sat f/ 
noun the process of looking for new man- 
agers for organisations, usually by ap- 
proaching managers in their existing jobs 
and asking them if they want to work for 
different companies (NOTE: a more polite 
term for headhunting) 


executor /1g'zek juta/ noun a person or 
firm that sees that the terms of a will are 
carried out O She was named executor of 
her brother’s will. 


executrix /1g'zekjutriks/ noun a fe- 
male executor 


exempt /ig'zempt/ adjective not forced 
to do something, especially not forced to 
obey a particular law or rule, or not forced 
to pay something O Anyone over 65 is ex- 
empt from charges O He was exempt from 
military service in his country. 0 exempt 
from tax not required to pay tax O As a 
non-profit-making organisation we are 
exempt from tax. @ verb 1.0 to exempt 
someone or something from something 
to allow someone or something not to do 
something that others are forced to do 2. 
to free someone from having to do a task 
OT hope to be exempted from taking these 
tests. O She was exempted from fire duty. 
‘Companies with sales under $500,000 a 
year will be exempt from the minimum- 
wage requirements’ [Nation’s Business] 
exemption /1g'zempf(a)n/ noun the 
act of exempting something from a con- 
tract or from a tax 
exempt supplies /1g,zempt sə'pla1z/ 
plural noun products or services on which 
the supplier does not have to charge VAT, 
e.g., the purchase of, or rent on, property 
and financial services 
exercise /‘eksasaiz/ noun a use of 
something o exercise of an option using 
an option, putting an option into action W 
verb to use O The chairwoman exercised 
her veto to block the motion. o to exercise 
an option to put an option into action O 
He exercised his option to acquire sole 
marketing rights for the product. 
ex gratia /,eks 'grerfə/ adjective as an 
act of favour, without obligation 
ex gratia payment /eks ,grerfə 
‘permont/ noun a payment made as a 
gift, with no other obligations 
exhaust /1g'zo:st/ verb to use up totally 
O We will go on negotiating until all pos- 
sible solutions have been exhausted. 
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exhibit /1g'z1brt/ noun 1. a thing which 
is shown O The buyers admired the exhib- 
its on our stand. 2. a single section of an 
exhibition O the British Trade Exhibit at 
the International Computer Fair @ verb 
to exhibit at the Motor Show to display 
new models of cars at the Motor Show 
exhibition /,eksr'b1f(9)n/ noun an oc- 
casion for the display of goods so that 
buyers can look at them and decide what 
to buy O The government has sponsored 
an exhibition of good design. O We have a 
stand at the Ideal Home Exhibition. O The 
agricultural exhibition grounds were 
crowded with visitors. 

exhibition room /eksr'bif(è)n 
steend/ noun a place where goods are 
shown so that buyers can look at them and 
decide what to buy 

exhibition stand  /,eksi'bif(a)n 
stænd/ noun a separate section of an ex- 
hibition where a company exhibits its 
products or services 

exhibitor /1g'zibito/ noun a person or 
company that shows products at an exhi- 
bition 

exile /'eksarl/ noun 1. the state of being 
sent away from your home country O The 
ex-finance minister went into exile in 
Switzerland. (NOTE: no plural in this 
meaning) 2. a person who is sent away 
from his own country ™ verb to send 
someone away from his home country as 
a punishment O The former finance min- 
ister was exiled for life. 

exit /‘egzit/ noun 1. the way out of a 
building O The customers all rushed to- 
wards the exits. 2. the act of going out or 
leaving 3. the act of leaving a job 

ex Officio /,eks ə'fıfiəu/ adjective, ad- 
verb because of an office held O The 
treasurer is ex officio a member or an ex 
officio member of the finance committee. 
expand /ik'spznd/ verb to get bigger, 
or make something bigger O an expand- 
ing economy O The company is expand- 
ing fast. O We have had to expand our 
sales force. 

expanded polystyrene /\1tk 
Speendid ,poli'statri:n/ noun light solid 
plastic used for packing O The computer 
is delivered packed in expanded polysty- 
rene. 

expansion /1k'spznfoan/ noun an in- 
crease in size O The expansion of the do- 














mestic market. O The company had diffi- 
culty in financing its current expansion 
programme. 
“...inflation-adjusted GNP moved up at a 
1.3% annual rate, its worst performance 
since the economic expansion began’ 
[Fortune] 
“...the businesses we back range from 
start-up ventures to established businesses 
in need of further capital for expansion’ 
[Times] 
“...the group is undergoing a period of 
rapid expansion and this has created an ex- 
citing opportunity for a qualified account- 
ant’ [Financial Times] 
expect /i1k'spekt/ verb to hope that 
something is going to happen O We are 
expecting him to arrive at 10.45. O They 
are expecting a cheque from their agent 
next week. O The house was sold for more 
than the expected price. 
“...he observed that he expected exports to 
grow faster than imports in the coming 
year’ [Sydney Morning Herald] 
“American business as a whole has seen 
profits well above the levels normally ex- 
pected at this stage of the cycle’ [Sunday 
Times] 
expenditure /tk'spenditfa/ noun the 
amount of money spent o heavy expend- 
iture on equipment spending large sums 
of money on equipment 


expense /1k'spens/ noun money spent 
O It is not worth the expense. O The ex- 
pense is too much for my bank balance. O 
The likely profits do not justify the ex- 
pense of setting up the project. O It was 
well worth the expense to get really high- 
quality equipment. o at great expense 
having spent a lot of money o he fur- 
nished the office regardless of expense 
without thinking how much it cost 


expense account /1k'spens 9,kaunt/ 
noun an allowance of money which a 
business pays for an employee to spend 
on travelling and entertaining clients in 
connection with that business O PU put 
this lunch on my expense account. 

expenses /1k'spensiz/ plural noun 
money paid to cover the costs incurred by 
someone when doing something O The 
salary offered is £10,000 plus expenses. O 
She has a high salary and all her travel 
expenses are paid by the company. 0 all 
expenses paid with all costs paid by the 
company O The company sent him to San 
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Francisco all expenses paid. to cut 
down on expenses to reduce spending 


expensive /tk'spensiv/ adjective 
which costs a lot of money O First-class 
air travel is becoming more and more ex- 
pensive. 


experience /īk'sprəriəns/ noun 
knowledge or skill that comes from hav- 
ing had to deal with many different situa- 
tions O She has a lot of experience of 
dealing with German companies. O I 
gained most of my experience abroad. O 
Considerable experience is required for 
this job. O The applicant was pleasant, 
but did not have any relevant experience. 
m verb to live through a situation O The 
company experienced a period of falling 
sales. 


expert /'eksp3:t/ noun a person who 
knows a lot about something O an expert 
in the field of electronics or an electronics 
expert O The company asked a financial 
expert for advice or asked for expert fi- 
nancial advice. o expert’s report a report 
written by an expert 


expertise /,ekspo'ti:z/ noun specialist 
knowledge or skill in a particular field O 
We hired Mr Smith because of his finan- 
cial expertise or because of his expertise 
in finance. O With years of experience in 
the industry, we have plenty of expertise 
to draw on. O Lack of marketing expertise 
led to low sales figures. 


expert system /‘eksps:t ,sistom/ 
noun software that applies the knowl- 
edge, advice and rules defined by experts 
in a particular field to a user’s data to help 
solve a problem 


expiration /,ekspo'retf(a)n/ noun the 
act of coming to an end O the expiration 
of an insurance policy O to repay before 
the expiration of the stated period o on 
expiration of the lease when the lease 
comes to an end 


expire /tk'spato/ verb to come to an end 
O The lease expires in 2010. o his pass- 
port has expired his passport is no longer 
valid 

expiry /tk'spatori/ noun the act of com- 
ing to an end O the expiry of an insurance 
policy 

expiry date /tk'sparori dert/ noun 1. a 
date when something will end 2. the last 
date on which a credit card can be used 















































explain /tk'splet/ verb to give reasons 
for something O He explained to the cus- 
toms officials that the two computers were 
presents from friends. O Can you explain 
why the sales in the first quarter are so 
high? O The sales director tried to explain 
the sudden drop in unit sales. 


explanation /,eksplo'ne1f(9)n/ noun a 
reason for something O The VAT inspec- 
tor asked for an explanation of the invoic- 
es. O At the AGM, the chairman gave an 
explanation for the high level of interest 
payments. © The human resources de- 
partment did not accept her explanation 


for being late. 


exploit /1k'sploit/ verb to use some- 
thing to make a profit O The company is 
exploiting its contacts in the Ministry of 
Trade. O We hope to exploit the oil re- 
sources in the China Sea. O The directors 
exploit their employees, who have to work 
hard for very little pay. 


exploitation /,eksplor'tetf(a)n/ noun 
the unfair use of cheap labour to get work 
done O The exploitation of migrant farm 
workers was only stopped when they be- 
came unionised. 


explore /tk'splo:/ verb to examine care- 
fully O We are exploring the possibility of 
opening an office in London. 


export noun /'ekspo:t/ the practice or 
business of sending goods to foreign 
countries to be sold O 50% of the compa- 
ny’s profits come from the export trade or 
the export market. ù exports m verb /1k 
‘spoit/ to send goods to foreign countries 
for sale O 50% of our production is ex- 
ported. © The company imports raw ma- 
terials and exports the finished products. 


exportation /,ekspo:'terf(a)n/ noun 
the act of sending goods to foreign coun- 
tries for sale 


Export Credit Guarantee Depart- 
ment /,ekspo:t ,kredit ,gzron'ti: di 
,paitmont/ noun a British government 
department which insures sellers of ex- 
ports sold on credit against the possibility 
of non-payment by the purchasers. Ab- 
breviation ECGD 


export department /‘ekspo:t di 
,pa:tmont/ noun the section of a compa- 
ny which deals in sales to foreign coun- 
tries 


export duty 
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export duty /‘ekspo:t ,dju:ti/ noun a 
tax paid on goods sent out of a country for 
sale 

exporter /1k'spo:ta/ noun a person, 
company or country that sells goods in 
foreign countries O a major furniture ex- 
porter O Canada is an important exporter 
of oil or an important oil exporter. 


export house /'ekspo:t haus/ noun a 
company which specialises in the export 
of goods manufactured by other compa- 
nies 

exporting /ek'spo:t1n/ adjective send- 
ing goods out of a country o oil-export- 
ing countries countries which produce 
oil and sell it to other countries 


export licence /'ekspo:t ,lars(ə)ns/ 
noun a government permit allowing 
something to be exported O The govern- 
ment has refused an export licence for 
computer parts. 


export manager /'ekspoxt 
»mzenid39/ noun the person in charge of 
an export department in a company O The 
export manager planned to set up a sales 
force in Southern Europe. O Sales manag- 
ers from all export markets report to our 
export manager. 

export permit /‘ekspo:t ,ps:mit/ 
noun an official document which allows 
goods to be exported or imported 


export restitution /ekspo:t resti 
'tjurf(a)n/ noun (in the EU) subsidies to 
European food exporters 
exports /'ekspo:ts/ plural noun goods 
sent to a foreign country to be sold O Ex- 
ports to Africa have increased by 25%. 
(NOTE: Usually used in the plural, but the 
singular form is used before a noun.) 
exposition /,ekspa'zif(9)n/ noun US 
same as exhibition 
exposure /1k'sp9u39/ noun 1. publici- 
ty given to an organisation or product O 
Our company has achieved more expo- 
sure since we decided to advertise nation- 
ally. 2. the amount of risk which a lender 
or investor runs O He is trying to limit his 
exposure in the property market. 
‘...it attributed the poor result to the 
bank’s high exposure to residential mort- 
gages, which showed a significant slow- 
down in the past few months’ [South 
China Morning Post] 


COMMENT: Exposure can be the amount 
of money lent to a customer (a bank’s 














exposure to a foreign country) or the 
amount of money which an investor may 
lose if his investments collapse (his or 
her exposure in the stock market). 
express /1k'spres/ adjective 1. rapid or 
very fast O an express letter 2. clearly 
shown in words O The contract has an ex- 
press condition forbidding sale in Africa. 
m verb 1. to put into words or diagrams O 
This chart shows home sales expressed as 
a percentage of total turnover. 2. to send 
something very fast O We expressed the 
order to the customer’s warehouse. 
express delivery /tk,spres di 
'‘liv(a)ri/ noun a very fast delivery 
express letter /1k,spres 'letə/ noun a 
letter sent very fast 
expressly /1k'spresli/ adverb clearly 
in words O The contract expressly forbids 
sales to the United States. 
ext abbr extension 
extend /1k'stend/ verb 1. to offer some- 
thing O to extend credit to a customer 2. 
to make something longer O Her contract 
of employment was extended for two 
years. O We have extended the deadline 


for making the appointment by two weeks. 


extended credit /1k,stendid 'kredit/ 
noun credit allowing the borrower a very 
long time to pay O We sell to Australia on 
extended credit. 


extended guarantee /1k,stendid 
geron'ti:/ noun a guarantee, offered by a 
dealer on consumer durables such as dish- 
washers, which goes beyond the time 
specified in the manufacturer’s guarantee 


Extensible Business Reporting 
Language noun full form of XBRL 


extension /1k'stenfan/ noun 1. a long- 
er time allowed for something than was 
originally agreed o to get an extension of 
credit to get more time to pay back o ex- 
tension of a contract the continuing of a 
contract for a further period 2. (in an of- 
fice) an individual telephone linked to the 
main switchboard O The sales manager is 
on extension 53. O Can you get me exten- 
sion 21? O Extension 21 is engaged. 
“...the White House refusal to ask for an 
extension of the auto import quotas’ 
[Duns Business Month] 
extensive /1k'stenstv/ adjective very 
large or covering a wide area O an exten- 
sive network of sales outlets O an exten- 
sive recruitment drive 
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external /tk'st3:n(a)l/ adjective 1. out- 
side a country. Opposite internal 2. out- 
side a company 


external account /tk,sts:n(a)l ə 
'kaunt/ noun an account in a British bank 
belonging to someone who is living in an- 
other country 

external analysis /1k,sts:n(o)l ə 
'næləsıs/ noun the analysis of an organi- 
sation’s customers, market segments, 
competitors, and marketing environment 
external audit /1k,sts:n(a)l ‘o:dit/ 
noun an audit carried out by an independ- 
ent auditor who is not employed by the 
company 

external auditor /1k,st3:n(9)l '9:dito/ 
noun an independent person who audits 
the company’s accounts 


external growth /1k,sts:n(a)l 'grau/ 
noun growth by buying other companies, 
rather than by expanding existing sales or 
products. Opposite internal growth 
external search /1k,sts:n(o)l 'ssıtf/ 
noun a method of finding information 
from external sources such as advertising, 
or from the web using a search engine 


external search engine  /tk 
,st3in(a)l 's3itf ,end3m/ noun a search 
engine that allows the user to search mil- 
lions of Internet pages rapidly 

external trade /tk,stsin(o0)l 'trerd/ 
noun trade with foreign countries. Oppo- 
site internal trade 


extra /‘ekstra/ adjective which is added 
or which is more than usual © to charge 
10% extra for postage O There is no extra 
charge for heating. O Service is extra. O 
We get £25 extra pay for working on Sun- 
day. 


extract /‘ekstrekt/ noun a printed doc- 
ument which is part of a larger document 
O He sent me an extract of the accounts. 
extranet /‘ekstronet/ noun a closed 
network of websites and email systems 
that is accessible to the people who be- 
long to an organisation and to some others 
who do not, and that allows the outsiders 
access to the organisation’s internal appli- 
cations or information—usually subject 
to some kind of signed agreement (NOTE: 
Like intranets, extranets provide all the 
benefits of Internet technology (brows- 
ers, web servers, HTML, etc.) with the 
added benefit of security, since the net- 
work cannot be used by the general 
public.) 

extraordinary /1k'stro:d(a)n(a)ri/ ad- 
jective different from normal 
Extraordinary General Meeting 
/Ak,stro:d(9)n(a)ri_,d3en(a)ral 'mir:tin/ 
noun a special meeting of shareholders to 
discuss an important matter (such as a 
change in the company’s articles of asso- 
ciation) which cannot wait until the next 
AGM O to call an Extraordinary General 
Meeting Abbreviation EGM 
extraordinary items /tk 
‘stro:d(a)n(9)ri_,artomz/ plural noun 
formerly, large items of income or ex- 
penditure which did not arise from usual 
trading and which did not occur every 
year. They were shown separately in the 
P&L account, after taxation. 

extras /'ekstrəz/ plural noun items 
which are not included in a price O Pack- 
ing and postage are extras. 

extremely /ik'stri:mli/ adverb very 
much O Jt is extremely difficult to break 
into the US market. O Their management 
team is extremely efficient. 


E 


face time /'fers tarm/ noun time spent 
communicating with other people face- 
to-face as opposed to time spent commu- 
nicating with them electronically 
(informal) 
face value / fers 'vælju:/ noun the val- 
ue written on a coin, banknote or share 
certificate 
“...travellers cheques cost 1% of their face 
value — some banks charge more for small 
amounts’ [Sunday Times] 
facilitation /fo,srli'te1f(9)n/ noun the 
process of helping people to do some- 
thing, e.g. to learn or to find a solution to 
a problem, without dictating how they do 
it 


facilitator /fə'sılıtertə/ noun a person 
who actively encourages discussion, new 
initiatives, etc. 

facilities /fə'sılıtiz/ plural noun servic- 
es, equipment or buildings which make it 
possible to do something O Our storage 
facilities are the best in the region. O 
Transport facilities in the area are not 
satisfactory. O There are no facilities for 
disabled visitors. O There are very good 
sports facilities on the company premises. 


facility /fə'sılıti/ noun 1. something 
that allows something to be done some- 
thing easily O We offer facilities for pay- 
ment. 2. the total amount of credit which 
a lender will allow a borrower 3. US a sin- 
gle large building O We have opened our 
new warehouse facility. 


fact /feekt/ noun 1. a piece of informa- 
tion O The chairman asked to see all the 
facts on the income tax claim. O The sales 
director can give you the facts and figures 
about the African operation. 2. n the fact 
of the matter is what is true is that 3. o in 
fact really O The chairman blamed the fi- 
nance director for the loss when in fact he 
was responsible for it himself. 


























fact-finding /‘fekt farndin/ noun the 
process of looking for information 
fact-finding mission /'fækt faındıy 
“mif(a)n/ noun a visit by a person or 
group of people, usually to another coun- 
try, to obtain information about a specific 
issue O The minister went on a fact-find- 
ing tour of the region. 


factor /'fæktə/ noun 1. something 
which is important, or which is taken into 
account when making a decision O The 
drop in sales is an important factor in the 
company’s lower profits. O Motivation 
was an important factor in drawing up the 
new pay scheme. 2. a number used in mul- 
tiplication to produce another number 
by a factor of ten ten times 3. a person or 
company which is responsible for collect- 
ing debts for companies, by buying debts 
at a discount on their face value E verb to 
buy debts from a company at a discount 
“...factors ‘buy’ invoices from a company, 
which then gets an immediate cash ad- 
vance representing most of their value. 
The balance is paid when the debt is met. 
The client company is charged a fee as 
well as interest on the cash advanced’ 
[Times] 
COMMENT: A factor collects a company’s 
debts when due, and pays the creditor in 
advance part of the sum to be collected, 
so ‘buying’ the debt. 
factoring /'fæktərıy/ noun the busi- 
ness of buying debts from a firm at a dis- 
count and then getting the debtors to pay 
factoring charges /'fæktəry 
it fard31z/ plural noun the cost of selling 
debts to a factor for a commission 
factors of production /,faktaz ov 
pro'dakJon/ plural noun land, labour and 
capital, i.e. the three things needed to pro- 
duce a product 
factory /‘fekt(a)ri/ noun a building 
where products are manufactured O a car 
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factory O a shoe factory O The company 
is proposing to close three of its factories 
with the loss of 200 jobs. 

factory floor /,feekt(a)ri 'flo:/ noun 
the main works of a factory 

factory gate price /fækt(ə)rı 'gert 
prars/ noun the actual cost of manufac- 
turing goods before any mark-up is added 
to give profit (NOTE: The factory gate 
price includes direct costs such as la- 
bour, raw materials and energy, and in- 
direct costs such as interest on loans, 
plant maintenance or rent.) 

factory hand /'fækt(ə)ri heend/ noun 
a person who works in a factory 
factory inspector /‘fekt(s)ri im 
,spekta/ noun a government official who 
inspects factories to see if they are well 
run 

factory inspectorate /'fækt(ə)ri ın 
,spekt(a)rat/ noun all inspectors of fac- 
tories 

factory outlet /'fækt(ə)rı ,aut(o)let/ 
noun a shop where merchandise is sold 
direct to the public from the factory, usu- 
ally at wholesale prices 

factory price /'fækt(ə)ri prats/ noun a 
price not including transport from the 
maker’s factory 

factory unit /‘fekt(o)ri ,ju:nit/nouna 
single building on an industrial estate 
factory worker /'fækt(ə)ri ,ws:ko/ 
noun a person who works in a factory 
fact sheet /'fækt fi:t/ noun a sheet of 
paper giving information about a product 
or service which can be used for publicity 
purposes 

fail /fe1l/ verb to be unsuccessful O The 
prototype failed its first test. o the com- 
pany failed the company went bankrupt 
O He lost all his money when the bank 
failed. 

failing /‘ferlij/ noun weakness O The 
chairman has one failing — he goes to 
sleep at board meetings. @ preposition if 
something does not happen o failing in- 
structions to the contrary unless some- 
one gives opposite instructions o failing 
prompt payment if the payment is not 
made on time o failing that if that does 
not work O Try the company secretary, 
and failing that the chairman. 

failure /'fe1ljə/ noun 1. an act of break- 
ing down or stopping O the failure of the 
negotiations 2. the fact of not doing 






























































something which you promised to do 
failure to pay a bill not paying a bill 
failure fee /'ferljə fi:/ noun a fee 
charged by a distributor to the manufac- 
turer of a product whose sales are less 
than those agreed in advance 

fair /fea/ noun same as trade fair © The 
computer fair runs from April Ist to 6th. 
m adjective reasonable, with equal treat- 
ment 

fair copy /,feo 'knpi/ noun a document 
which is written or typed with no changes 
or mistakes 

fair deal /,feo 'di:l/ noun an arrange- 
ment where both parties are treated equal- 
ly O The employees feel they did not get a 


fair deal from the management. 


fair dealing /,feo 'di:l19/ noun the le- 
gal buying and selling of shares 
fairly /'feəli/ adverb 1. quite O She is a 


fairly fast keyboarder. O The company is 
fairly close to breaking even. 2. reasona- 


bly or equally O The union representa- 
tives put the employees’ side of the case 


fairly and without argument. 


fair price /,fea 'prats/ noun a good 
price for both buyer and seller 

fair trade /feə 'trerd/ noun an interna- 
tional business system where countries 
agree not to charge import duties on some 
items imported from their trading part- 
ners 

fair trading /,feo 'trerdıy/ noun a way 
of doing business which is reasonable and 
does not harm the consumer 

fair value /,feo 'velju:/ noun 1. a price 
paid by a buyer who knows the value of 
what he or she is buying, to a seller who 
also knows the value of what is being 
sold, i.e., neither is cheating the other 2. a 
method of valuing the assets and liabili- 
ties of a business based on the amount for 
which they could be sold to independent 
parties at the time of valuation 

fair wear and tear /,feo wear ən 'teə/ 
noun acceptable damage caused by nor- 
mal use O The insurance policy covers 
most damage but not fair wear and tear to 
the machine. 

faith /fe18/ noun o to have faith in 
something or someone to believe that 
something or a person is good or will 
work well O The sales force have great 














faith in the product. O The sales teams do 


not have much faith in their manager. O 
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The board has faith in the managing di- 
rector’s judgement. o to buy something 
in good faith to buy something thinking 
that is of good quality, that it has not been 
stolen or that it is not an imitation 
fake /ferk/ noun imitation, copy made 
for criminal purposes O The painting was 
proved to be a fake. @ adjective copied 
for criminal purposes O The shipment 
came with fake documentation. ™@ verb to 
make an imitation for criminal purposes 
O faked documents O He faked the results 
of the test. 
fall /fo:1/ noun a sudden reduction or loss 
of value © a fall in the exchange rate O a 
fall in the price of gold © a fall on the 
Stock Exchange O Profits showed a 10% 
fall. m verb 1. to be reduced suddenly to a 
lower price or value O Shares fell on the 
market today. O Gold shares fell 10% or 
fell 45 cents on the Stock Exchange. O The 
price of gold fell for the second day run- 
ning. O The pound fell against the euro. 2. 
to happen or to take place O The public 
holiday falls on a Tuesday. 0 payments 
which fall due payments which are now 
due to be made 
“...market analysts described the falls in 
the second half of last week as a technical 
correction to the market’ [Australian 
Financial Review] 
‘...for the first time since mortgage rates 
began falling in March a financial institu- 
tion has raised charges on homeowner 
loans’ [Globe and Mail (Toronto )] 
‘interest rates were still falling as late as 
June, and underlying inflation remains be- 
low the government’s target of 2.5 per 
cent’ [Financial Times] 
fall away phrasal verb to become less 
O Hotel bookings have fallen away 
since the tourist season ended. 
fall back phrasal verb to become lower 
or cheaper after rising in price O Shares 
fell back in light trading. 
fall back on phrasal verb to have to 
use something kept for emergencies O 
to fall back on cash reserves O The 
management fell back on the usual old 
excuses. 
fall behind phrasal verb 1. to be late in 
doing something O They fell behind 
with their mortgage repayments. o the 
company has fallen behind with its 
deliveries it is late with its deliveries 2. 
to be in a worse position than o we have 
fallen behind our rivals we have fewer 


















































sales or make less profit than our rivals 
fall off phrasal verb to become lower, 
cheaper or less O Sales have fallen off 
since the tourist season ended. 
fall out phrasal verb o the bottom has 
fallen out of the market sales have fall- 
en below what previously seemed to be 
their lowest point 
fall through phrasal verb not to hap- 
pen or not to take place O The plan fell 
through at the last moment. 
fall-back price /'fo:1 bæk ,prats/ noun 
the lowest price which a seller will accept 
O The buyer tries to guess the seller’s fall- 
back price. O The fall-back price must not 
be any lower or there won’t be any profit 
in the deal. 
falling /‘fo:lm/ adjective becoming 
smaller or dropping in price 
‘...falling profitability means falling share 
prices’ [Investors Chronicle] 
falling market /,fo:lmy 'ma:kit/ noun 
a market where prices are coming down 
falling pound /,fo:l1y 'paund/ noun 
the pound when it is losing its value 
against other currencies 
fallout /'fo:laut/ noun a bad result or 
collapse 
false /fo:1s/ adjective not true or not cor- 
rect O to make a false claim for a product 
O to make a false entry in the balance 
sheet 
false accounting /,fs:ls o'kauntin/ 
noun a criminal offence of changing, de- 
stroying or hiding accounting records for 
a dishonest purpose, such as to gain mon- 
ey 
false pretences /,fo:ls pri'tensiz/ 
plural noun doing or saying something to 
cheat someone O He was sent to prison 














for obtaining money by false pretences. 


false weight /fo:ls 'wert/ noun a 
weight as measured on a shop scales 
which is wrong and so cheats customers 
falsification /,fo:lsif1'ketf(a)n/ noun 
the act of making false entries in accounts 
falsify /'fo:lsıfa1/ verb to change some- 
thing to make it wrong O They were ac- 
cused of falsifying the accounts. 

family company /'feem(a)li 
ikamp(o)ni/ noun a company where 
most of the shares are owned by members 
of a family 

fancy goods /'fensi gudz/ plural 
noun small attractive items 
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fancy prices /,fansi 'prarsız/ noun 
high prices O I don’t want to pay the fancy 
prices they ask in London shops. 
f. & f. abbr fixtures and fittings 
fao abbr for the attention of 
fare /fea/ noun a price to be paid for a 
ticket to travel O Train fares have gone up 
by 5%. O The government is asking the 
airlines to keep air fares down. 
farm /fa:m/ noun property in the coun- 
try where crops are grown, where animals 
are raised for sale m verb to own a farm O 
he farms 150 acres 
farm out phrasal verb o to farm out 
work to hand over work for another per- 
son or company to do for you O She 
farms out the office typing to various lo- 
cal bureaux. 
farming /'faimıy/ noun the job of 
working on a farm, of raising animals for 
sale or of growing crops for food O chick- 
en farming O fish farming O mixed farm- 
ing 
fascia /'ferfo/, facia /‘ferfa/ noun 1. a 
board over a shop on which the name of 
the shop is written 2. a board above an ex- 
hibition stand on which the name of the 
company represented is written 
fast /faist/ adjective, adverb quick or 
quickly O The train is the fastest way of 
getting to our supplier’s factory. O Home 
computers sell fast in the pre-Christmas 
period. 
fast-selling item /fa:st selin 
‘aitom/ noun an item which sells quickly 
fast track /‘fa:st trek/, fast tracking 
noun rapid promotion for able employees 
O He entered the company at 21, and by 
25 he was on the fast track. 
fault /fo:lt/ noun 1. the fact of being to 
blame for something which is wrong O It 
is the stock controller’s fault if the ware- 
house runs out of stock. O The chairman 
said the lower sales figures were the fault 
of a badly motivated sales force. 2. an act 
of not working properly O The techni- 
cians are trying to correct a programming 
fault. O We think there is a basic fault in 
the product design. 
faulty /‘fo:lti/ adjective which does not 
work properly O Faulty equipment was to 
blame for the defective products. O They 
installed faulty computer programs. 
favour /'ferva/ noun 1. o as a favour to 
help or to be kind to someone O He asked 





























me for a loan as a favour. 2. o in favour 
of in agreement with or feeling that some- 
thing is right O Six members of the board 
are in favour of the proposal, and three 
are against it. ™ verb to agree that some- 
thing is right or suitable O The board 
members all favour Smith Ltd as partners 
in the project. (NOTE: [all senses] The 
usual US spelling is favor.) 


favourable /'fetv(sa)rab(9)l/ adjective 
giving an advantage (NOTE: The US spell- 
ing is favorable.) o on favourable terms 
on specially good terms O The shop is let 
on very favourable terms. 


favourable balance of trade 
/,ferv(a)rab(a)l ,beelons əv 'treid/, fa- 
vourable trade balance 
/,ferv(a)rab(a)l 'trerd ,bæləns/ noun a 
situation where a country’s exports are 
larger than its imports 
favourite /'ferv(ə)rət/ noun, adjective 
(something) which is liked best O This 
brand of chocolate is a favourite with the 
children’s market. (NOTE: The usual US 
spelling is favorite.) 
fax /feks/ noun 1. a system for sending 
the exact copy of a document via tele- 
phone lines O Can you confirm the book- 
ing by fax? 2. a document sent by this 
method O We received a fax of the order 
this morning. ™ verb to send a message by 
fax O The details of the offer were faxed 
to the brokers this morning. O I’ve faxed 
the documents to our New York office. m 
noun a machine for sending or receiving 
faxes 
COMMENT: Banks will not accept fax mes- 
sages as binding instructions (as for ex- 
ample, a faxed order for money to be 
ene from one account to anoth- 
er). 
fax paper /'feeks ,perpo/ noun special 
paper which is used in fax machines 
fax roll /‘feeks raul/ noun a roll of fax 
paper 
feasibility /,fi:za'brliti/ noun the abili- 
ty to be done O to report on the feasibility 
of a project 
feasibility report /,fi:zo'biliti rı 
,port/ noun a document which says if it is 
worth undertaking something 
feasibility study /,fi:zo'biliti ,stadi/ 
noun the careful investigation of a project 
to see whether it is worth undertaking O 
We will carry out a feasibility study to de- 
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cide whether it is worth setting up an 
agency in North America. 


feasibility test /,fi:zo'brliti test/ 
noun a test to see if something is possible 


feather-bedding /,fedo 'bedm/ noun 
the heavy subsidising of unprofitable in- 
dustry by government 


Fed /fed/ noun US same as Federal Re- 
serve Board (informal) 
‘...indications of weakness in the US 
economy were contained in figures from 
the Fed on industrial production for April’ 
[Financial Times] 
“...the half-point discount rate move gives 
the Fed room to reduce the federal funds 
rate further if economic weakness persists. 
The Fed sets the discount rate directly, but 
controls the federal funds rate by buying 
and selling Treasury securities’ [Wall 
Street Journal] 
federal /'fed(a)ral/ adjective 1. refer- 
ring to a system of government where a 
group of states are linked together in a 
federation 2. referring to the central gov- 
ernment of the United States O Most fed- 
eral offices are in Washington. 
‘...federal examiners will determine 
which of the privately-insured savings and 
loans qualify for federal insurance’ [Wall 
Street Journal] 
“...since 1978 America has freed many of 
its industries from federal rules that set 
prices and controlled the entry of new 
companies’ [Economist] 
Federal Reserve / fed(9)roal r1'zs:v/, 
Federal Reserve System /,fed(a)ral rı 
'Z31v ,81stom/ noun the system of federal 
government control of the US banks, 
where the Federal Reserve Board regu- 
lates money supply, prints money, fixes 
the discount rate and issues government 
bonds 
COMMENT: The Federal Reserve system 
is the central bank of the USA. The sys- 
tem is run by the Federal Reserve 
Board, under a chairman and seven 
committee members (or ‘governors’) 
who are all appointed by the President. 
The twelve Federal Reserve Banks act 
as lenders of last resort to local commer- 
cial banks. Although the board is ap- 
pointed by the president, the whole sys- 
tem is relatively independent of the US 
government. 
Federal Reserve Bank /'fed(a)ral rı 
'z3rv 'beenk/ noun any one of the twelve 
regional banks in the USA which are 
owned by the state and directed by the 


Federal Reserve Board. Abbreviation 
FRB 


Federal Reserve Board /,fed(a)ral 
r1'z3rv bo:d/ noun a government organi- 
sation which runs the central banks in the 
US. Abbreviation FRB 
“...pressure on the Federal Reserve Board 
to ease monetary policy mounted yester- 
day with the release of a set of pessimistic 
economic statistics’ [Financial Times] 
federation /fedo'retf(a)n/ noun a 
group of societies, companies or organi- 
sations which have a central organisation 
which represents them and looks after 
their common interests O a federation of 
trades unions O the employers’ federation 


fee /fi:/ noun money paid for work car- 
ried out by a professional person such as 
an accountant, a doctor or a lawyer O We 
charge a small fee for our services. O The 
consultant's fee was much higher than we 
expected. o director’s fees money paid to 
a director as a lump sum, not a salary 
feed /fi:d/ noun a device which puts pa- 
per into a printer or into a photocopier O 
the paper feed has jammed @ verb to put 
information into a computer or paper into 
a printer (NOTE: feeding — fed) 
feedback /'fi:dbzk/ noun information, 
especially about the result of an activity 
which allows adjustments to be made to 
the way it is done in future O We are get- 
ting positive feedback about our after- 
sales service. O It would be useful to have 
some feedback from people who had a test 
drive but didn’t buy the car. O Are we get- 
ting any feedback on customer reaction to 
our new product? O The management re- 
ceived a lot of feedback on how popular 
the new pay scheme was proving. 
feelgood factor /'fi:lgud fakto/ 
noun a general feeling that everything is 
going well (leading to increased consum- 
er spending) 

fee work /'fi: wa:k/ noun any work on 
a project carried out by independent 
workers or contractors, rather than by the 
organisation’s employees 

feint /femt/ noun very light lines on 
writing paper 

fetch /fet f/ verb 1. to go to bring some- 
thing O We have to fetch the goods from 
the docks. O It is cheaper to buy at a cash 
and carry warehouse, provided you have 
acar to fetch the goods yourself. 2. to be 
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sold for a certain price O to fetch a high 
price O It will not fetch more than £200. 
O These machines fetch very high prices 
on the black market. 


few /fju:/ adjective, noun o a few some 
O A few of our salesmen drive Rolls-Roy- 
ces. O We get only a few orders in the pe- 
riod from Christmas to the New Year. 


fiat money /‘fi:zt ,mani/ noun coins 
or notes which are not worth much as pa- 
per or metal, but are said by the govern- 
ment to have a value and are recognised 
as legal tender 

fictitious assets /fik,tifas 'æsets/ 
plural noun assets which do not really ex- 
ist, but are entered as assets to balance the 
accounts 


fiddle /'fıd(ə)l/ noun an act of cheating 
(informal) O It’s all a fiddle. 0 he’s on the 
fiddle he is trying to cheat m verb to cheat 
(informal) O He tried to fiddle his tax re- 
turns. O The salesman was caught fid- 
dling his expense account. 

fide » bona fide 

fiduciary /f1'dju:fjari/ noun, adjective 
a person in a position of trust O Directors 
have fiduciary duty to act in the best inter- 
ests of the company. 

fiduciary deposits /fi,dju:fori di 
'pozıītz/ plural noun bank deposits which 
are managed for the depositor by the bank 


field /fi:ld/ noun 1. an area of study or 
interest o first in the field being the first 
company to bring out a product or to start 
a service O Smith Ltd has a great advan- 
tage in being first in the field with a relia- 
ble electric car. O What’s his field? 2. o in 
the field outside the office, among the 
customers O We have sixteen reps in the 


field. 


field research /'fi:ld r1,ss:tf/ noun 
the process of looking for information 
that is not yet published and must be ob- 
tained in surveys O They had to do a lot of 
fieldwork before they found the right mar- 
ket for the product. O Field research is 
carried out to gauge potential demand. 


field sales force /,fi:ld 'seilz ,fo:s/ 
noun salespeople working outside the 
company’s offices, in the field O After 
working for a year in the field sales force, 
she became field sales manager. O The 
field sales force operates in three main 
areas. 


















































filed under ‘complaints’. 


field sales manager /fi:ld 'serz 
smzenid3a/ noun the manager in charge 
of a group of salespeople 

field trials /‘fi:ld traroalz/, field tests 
/'firld tests/ plural noun a test of a new 
product or of something such as an adver- 
tisement on real customers 

field work /'fi:ld wa:k/ noun same as 
field research © They had to do a lot of 


field work to find the right market for the 


product. 
FIFO /'farfəv/ abbr first in first out 
fifty-fifty /,fifti 'fıfti/ adjective, adverb 
half o he has a fifty-fifty chance of mak- 
ing a profit he has an equal chance of 
making a profit or a loss 

go fifty-fifty phrasal verb to share the 

costs equally 
figure /'‘f1ga/ noun 1. a number, or a cost 
written in numbers O The figure in the ac- 
counts for heating is very high. o he put 
a very low figure on the value of the 
lease he calculated the value of the lease 
as very low 2. o to work out the figures 
to calculate something o his income runs 
into six figures or he has a six-figure in- 
come his income is more than £100,000 
in round figures not totally accurate, but 
correct to the nearest 10 or 100 O They 
have a workforce of 2,500 in round fig- 
ures. 
figures /'f1goz/ plural noun 1. written 
numbers 2. the results for a company O 
the figures for last year or last year’s fig- 
ures 
file /farl/ noun 1. documents kept for ref- 
erence oO to place something on file to 
keep a record of something o to keep 
someone’s name on file to keep some- 
one’s name on a list for reference 2. a sec- 
tion of data on a computer, e.g. payroll, 
address list, customer accounts O How 
can we protect our computer files? ™ verb 
1. O You will find the salary scales filed by 
department. O The correspondence is 
to file docu- 
ments to put documents in order so that 
they can be found easily O The corre- 
spondence is filed under ‘complaints’. 2. 
to make an official request o to file a pe- 
tition in bankruptcy or to file for bank- 
ruptcy to ask officially to be made bank- 
rupt or to ask officially for someone else 
to be made bankrupt 3. to register some- 
thing officially O to file an application for 
a patent O to file a return to the tax office 
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to file a petition in bankruptcy, to 
file for bankruptcy 1. to ask officially to 
be made bankrupt 2. to ask officially for 
someone else to be made bankrupt 

file copy /‘fail ,kppi/ noun a copy of a 
document which is kept for reference in 
an office 


file server /'farl ,s3:va/ noun a compu- 
ter connected to a network, running a net- 
work operating system software to man- 
age accounts, files, etc. 


filing /‘fatlm/ noun documents which 
have to be put in order O There is a lot of 
filing to do at the end of the week. O The 
manager looked through the week’s filing 
to see what letters had been sent. 
filing basket /‘farlm ,ba:skit/ noun 
same as filing tray 
filing cabinet /'farlıy ,keebrnot/ noun 
a piece of furniture, made of metal, with 
wide deep drawers so that files (called 
‘suspension files’) can be hooked inside 
them O We need two more four-drawer fil- 
ing cabinets. O Last year’s correspond- 
ence is in the bottom drawer of the filing 
cabinet. 
filing card /'farlıy ka:d/ noun a card 
with information written on it, used to 
classify information into the correct order 
filing clerk /'farlıy kla:k/ noun an of- 
fice worker who files documents 
filing system /'farlıy ,ststom/ noun a 
way of putting documents in order for 
easy reference 
filing tray /'farlıy tre1/ noun a contain- 
er kept on a desk for documents which 
have to be filed 
fill /f1l/ verb 1. to make something full O 
We have filled our order book with orders 
for Africa. © The production department 
has filled the warehouse with unsellable 
products. 2. o to fill a gap to provide a 
product or service which is needed, but 
which no one has provided before O The 
new range of small cars fills a gap in the 
market. 3. o to fill a post, a vacancy to 
find someone to do a job O Your applica- 
tion arrived too late — the post has al- 
ready been filled. 

fill in phrasal verb to write the required 

information in the blank spaces on a 

form O Fill in your name and address in 

block capitals. 

fill out phrasal verb to write the re- 

quired information in the blank spaces 


























on a form O To get customs clearance 
you must fill out three forms. 
fill up phrasal verb 1. to make some- 
thing completely full O He filled up the 
car with petrol. O My appointments 
book is completely filled up. 2. to finish 
writing on a form O He filled up the 
form and sent it to the bank. 
filter /'fıltə/ noun a process of analysis 
applied to incoming information in order 
to identify any material that could be of 
interest to an organisation 
final /'faın(ə)l/ adjective last, coming at 
the end of a period O to pay the final in- 
stalment O to make the final payment O to 
put the final details ona documento final 
date for payment last date by which pay- 
ment should be made 
final accounts /,fam(o)l 9'kauntz/ 
noun the accounts produced at the end of 
an accounting period, including the bal- 
ance sheet and profit and loss account 
final demand /,fain(s)l di'ma:nd/ 
noun the last reminder from a supplier, 
after which they will sue for payment 
final discharge /,fam(a)l dis'tfard3/ 
noun the last payment of what is left of a 
debt 
final dividend /,fain(o)l 'dividend/ 
nouna dividend paid at the end of a year’s 
trading, which has to be approved by the 
shareholders at an AGM 
finalise /‘famolatz/, finalize verb to 
agree final details O We hope to finalise 
the agreement tomorrow. O After six 
weeks of negotiations the loan was final- 
ised yesterday. 
finally /'faın(ə)li/ adverb in the end O 
The contract was finally signed yesterday. 
O After weeks of trials the company final- 
ly accepted the computer system. 
final product /,fam(o)l 'prodakt/ 
noun a manufactured product, made at 
the end of a production process 
final settlement / fain(o)l 
'set(ə)lmənt/ noun the last payment 
which settles a debt 
finance /'faınæns/ noun 1. money used 
by a company, provided by the sharehold- 
ers or by loans O Where will they get the 
necessary finance for the project? 2. 
money (used by a club, local authority, 
etc.) O She is the secretary of the local au- 
thority finance committee. 3. the business 
of managing money m™ verb to provide 
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money to pay for something O They plan 
to finance the operation with short-term 
loans. 
“...an official said that the company began 
to experience a sharp increase in demand 
for longer-term mortgages at a time when 
the flow of money used to finance these 
loans diminished’ [Globe and Mail] 
Finance Act /'fainzns ekt/ noun an 
annual Act of Parliament which gives the 
government the power to obtain money 
from taxes as proposed in the Budget 
Finance Bill /‘farnzens b1l/ noun 1. a 
bill which lists the proposals in a chancel- 
lor’s budget and which is debated before 
being voted into law as the Finance Act 2. 
US a short-term bill of exchange which 
provides credit for a corporation so that it 
can continue trading 


finance company /'famæns 
,kamp(a)ni/, finance corporation 
/faimæns koipo'rerf(ə)n/, finance 


house noun a company, usually part of a 
commercial bank, which provides money 
for hire-purchase 

finance department /‘famnens di 
,pa:tmənt/, finance committee 
/‘fainens kə'mıti/ noun the department 
or committee which manages the money 
used in an organisation 

finance market /‘famzns ,ma:kıt/ 
noun a place where large sums of money 
can be lent or borrowed 

finances /'faımænsız/ plural noun 
money or cash which is available O the 
bad state of the company’s finances 
financial /fat'nenfal/ adjective con- 
cerning money 

financial adviser /fatnznfal od 
'vaiZo/ noun a person or company which 
gives advice on financial problems for a 
fee 

financial assistance /fai,nzenJoal ə 
'sıstəns/ noun help in the form of money 
financial correspondent /far 
nenfol ,kpris'pondont/ noun a jour- 
nalist who writes articles on money mat- 
ters for a newspaper 

financial institution /far,nænfəl 
Insti'tjurf(a)n/ noun a bank, invest- 
ment trust or insurance company whose 
work involves lending or investing large 
sums of money 

financial instrument /far,nzenfol 
‘Instrumont/ noun a document showing 


that money has been lent or borrowed, in- 
vested or passed from one account to an- 
other, e.g. a bill of exchange, share certif- 
icate, certificate of deposit, an IOU 
financial intermediary /far,nænfəl 
Inta'mi:disri/ noun an institution which 
takes deposits or loans from individuals 
and lends money to clients 

financially /fr'nænfəli/ adverb regard- 
ing money o a company which is finan- 
cially sound a company which is profita- 
ble and has strong assets 

financial position /fat,nzenJoal pə 
'zıf(ə)n/ noun the state of a person’s or 
company’s bank balance in terms of as- 
sets and debts O She must think of her fi- 
nancial position. 


financial report /far,nænfəl ri'po:t/ 
noun a document which gives the finan- 
cial position of a company or of a club, 
etc. 


financial resources /fai,nenJoal rı 
'zoxsiz/ plural noun the supply of money 
for something O a company with strong fi- 
nancial resources 


financial review /far,nænfəl rr'vju:/ 
noun an examination of an organisation’s 
finances 


financial risk /fat,nzenfol 'rısk/ noun 
the possibility of losing money O The 
company is taking a considerable finan- 
cial risk in manufacturing 25 million 
units without doing any market research. 
O There is always some financial risk in 
selling on credit. 

Financial Services Act /fat,nenJoal 
's3rvisiz ekt/ noun an Act of the British 
Parliament which regulates the offering 
of financial services to the general public 
and to private investors 


Financial Services Authority /far 
wneenf(o)l 's3ivisiz o:,8prati/ noun a 
government agency set up to regulate all 
financial services, such as banks, stock- 
brokers, unit trusts, pension companies, 
professional bodies, stock exchanges, 
etc., including the ombudsmen for these 
services. Abbreviation FSA 

‘...the FSA has set up an independent om- 

budsman scheme covering all areas of fi- 

nancial services’ [Times] 
financial statement /farnænfəl 
‘stertmont/ noun a document which 
shows the financial situation of a compa- 
ny O The accounts department has pre- 
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pared a financial statement for the share- 
holders. 

Financial Times /fat,nzenJoal 'tarmz/ 
noun an important British financial daily 
newspaper (printed on pink paper). Ab- 
breviation FT 

financial year /far,nænfəl 'j1o/ noun 
the twelve-month period for which a 
company produces accounts. A financial 
year is not necessarily the same as a cal- 
endar year. 

financier /far'nænsiə/ noun a person 
who lends large amounts of money to 
companies or who buys shares in compa- 
nies as an investment 

financing /‘fainznsin/ noun the act of 
providing money for a project O The fi- 
nancing of the project was done by two in- 
ternational banks. 

find /fatnd/ verb 1. to get something 
which was not there before O We are still 
trying to find backing for the project. 2. to 
make a legal decision in court O The tri- 
bunal found that both parties were at 
fault. o the judge found for the defend- 
ant the judge decided that the defendant 
was right 

findings /‘farndinz/ plural noun o the 
findings of a commission of enquiry the 
recommendations of the commission 
fine /fatn/ noun money paid because of 
something wrong which has been done O 
She was asked to pay a $25,000 fine. O We 
had to pay a £50 parking fine. ™ verb to 
punish someone by making him or her 
pay money O fo fine someone £2,500 for 
obtaining money by false pretences 

fine print /,famn 'print/ noun very small 
characters often used in contracts to list 
exceptions and restrictions O Did you 
read the fine print on the back of the 
agreement? 

fine-tune /,farn 'tju:n/ verb to make 
small adjustments to a plan or the econo- 
my so that it works better 

fine-tuning /fam 'tju:nmm/ noun the 
act of making of small adjustments in ar- 
eas such as interest rates, tax bands or the 
money supply, to improve a nation’s 
economy 

finish /'fınıf/ noun 1. the final appear- 
ance O The product has an attractive fin- 
ish. 2. an end of a day’s trading on the 
Stock Exchange O Oil shares rallied at 
the finish. @ verb 1. to do something or to 


























make something completely O The order 
was finished in time. O She finished the 
test before all the other candidates. 2. to 
come to an end O The contract is due to 


finish next month. 


finished goods /,fintft 'gudz/ plural 
noun manufactured goods which are 
ready to be sold 

fire-damaged goods / fara 
,demid3d 'gudz/ noun goods which 
have been damaged in a fire 

fire door /'farə do:/ noun a special door 
to prevent fire going from one part of a 
building to another 

fire escape /'farər 1,skerp/ noun a 
door or stairs which allow people to get 
out of a building which is on fire 

fire exit /‘fator ,egzit/ noun a door 
which leads to a way out of a building if 
there is a fire 

fire hazard /‘fato hæzəd/ noun a situ- 
ation or goods which could start a fire O 
That warehouse full of paper is a fire haz- 
ard. Also called fire risk 


fire insurance /‘faror 1n,fuərəns/ 
noun insurance against damage by fire 
fireproof safe /‘fats,pru:f serf/ noun 
a safe which cannot be harmed by fire 
fire risk /'farə risk/ noun same as fire 
hazard 


fire safety /,fata 'serfti/ noun activities 
designed to make a place of work safe for 
the workers in case of fire 


fire safety officer /farə 'serfti ,pf1so/ 
noun a person responsible for fire safety 
in a building 
fire sale /'farə serl/ noun 1. a sale of 
fire-damaged goods 2. a sale of anything 
at a very low price 
firm /f3:m/ noun a company, business or 
partnership O a manufacturing firm O an 
important publishing firm O She is a part- 
ner in a law firm. @ adjective 1. un- 
changeable O to make a firm offer for 
something © to place a firm order for two 
aircraft 2. not dropping in price and pos- 
sibly going to rise O Sterling was firmer 
on the foreign exchange markets. O 
Shares remained firm. @ verb to remain at 
a price and seem likely to rise O The 
shares firmed at £1.50. 

“...some profit-taking was noted, but un- 

derlying sentiment remained firm’ 

[Financial Times] 
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COMMENT: Strictly speaking, a ‘firm’ is a 
partnership or other trading organisation 
which is not a limited company. In prac- 
tice, it is better to use the term for unin- 
corporated businesses such as ‘a firm of 
accountants’ or ‘a firm of stockbrokers’, 
rather than for ‘a major aircraft construc- 
tion firm’ which is likely to be a plc. 
firm up phrasal verb to agree on the fi- 
nal details of something O We expect to 
firm up the deal at the next trade fair. 
firmness /'fs:mnos/ noun the fact of 
being steady at a particular price, or likely 
to rise O the firmness of the pound on for- 
eign exchanges 
‘Toronto failed to mirror New York’s 
firmness as a drop in gold shares on a fall- 
ing bullion price left the market closing on 
a mixed note’ [Financial Times] 
firm price /,fs:m 'prats/ noun a price 
which will not change O They are quoting 
a firm price of $1.23 a unit. 


firm sale /f3:m 'serl/ noun a sale 
which does not allow the purchaser to re- 
turn the goods 

first /fs:st/ noun a person or thing that is 
there at the beginning or earlier than oth- 
ers O Our company was one of the first to 
sell into the European market. 
first-class /,fs:st 'kla:s/ adjective top- 
quality or most expensive O She is a first- 
class accountant. @ noun, adverb (the 
type of travel or type of hotel which is 
most expensive and comfortable O to 
travel first-class O First-class travel pro- 
vides the best service. O A first-class tick- 
et to New York costs more than I can af- 
ford. O The MD prefers to stay in first- 
class hotels. 


first-class mail /fs:st kla:s 'merl/ 
noun a more expensive mail service, de- 
signed to be faster O A first-class letter 
should get to Scotland in a day. 


first half /,fs:st 'ha:f/ noun a period of 
six months from January to the end of 
June 

first half-year /,fs:st ha:f 'j1o/ noun 
the first six months or the second six 
months of a company’s accounting year 
first in first out /,fs:st ın fs:st 'aut/ 
phrase 1. aredundancy policy, where the 
people who have been working longest 
are the first to be made redundant 2. an 
accounting policy where it is assumed 
that stocks in hand were purchased last, 
and that stocks sold during the period 


were purchased first. Abbreviation FIFO. 
Compare last in first out 
first-line management /,f3:st lam 
'meenid3mont/ noun the managers who 
have immediate contact with the work- 
force 
first mover /,fs:st 'mu:və/ noun a per- 
son or company that is the first to launch 
a product in a market 
first mover advantage /fs:st 'mu:va 
ad,vaintid3/ noun the advantage a com- 
pany gets in being the first to enter a mar- 
ket 
first quarter /,fs:st 'kwo:ta/ noun the 
period of three months from January to 
the end of March O The first quarter’s 
rent is payable in advance. 
fiscal /'fıskəl/ adjective referring to tax 
or to government revenues 
fiscal measures / f1skal 'me39Zz/ plu- 
ral noun tax changes made by a govern- 
ment to improve the working of the econ- 
omy 
fiscal year /,f1skal 'jrə/ noun a twelve- 
month period on which taxes are calculat- 
ed. In the UK this is April 6th to April Sth. 
“...last fiscal year the chain reported a 
116% jump in earnings’ [Barron’s] 
fit /f1t/ verb to be the right size for some- 
thing O The paper doesn’t fit the typewrit- 
er. (NOTE: fitting — fitted) 
fit in phrasal verb to make something 
go into a space O Will the computer fit 
in that little space? O The chairman 
tries to fit in a game of golf every after- 
noon. O My appointments diary is full, 
but I shall try to fit you in tomorrow af- 
ternoon. 
fit out phrasal verb to provide equip- 
ment or furniture for a business O They 
fitted out the factory with a new compu- 
ter system. O The shop was fitted out at 
a cost of £10,000. o fitting out of a 
shop putting shelves or counters in for a 
new shop 
fittings /'fıtıyz/ plural noun items in a 
property which are sold with it but are not 
permanently fixed, e.g. carpets or shelves. 
ò fixtures 
Five-Year Plan / farv jrə 'plæn/ noun 
proposals for running a country’s econo- 
my over a five-year period 
fix /ftks/ verb 1. to arrange or to agree O 
to fix a budget O to fix a meeting for 3 p.m. 
O The date has still to be fixed. © The 
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price of gold was fixed at $300. © The 
mortgage rate has been fixed at 5%. 2. to 
mend O The technicians are coming to fix 
the phone system. O Can you fix the pho- 
tocopier? 
“...coupons are fixed by reference to inter- 
est rates at the time a gilt is first issued’ 
Lnvestors Chronicle] 
fix up with phrasal verb to arrange O 
My secretary fixed me up with a car at 
the airport. O Can you fix me up with a 
room for tomorrow night? 


fixed /ftkst/ adjective unable to be 
changed or removed 

“...you must offer shippers and importers 

fixed rates over a reasonable period of 

time’ [Lloyd’s List] 
fixed assets /fikst 'æsets/ plural 
noun property or machinery which a 
company owns and uses, but which the 
company does not buy or sell as part of its 
regular trade, including the company’s in- 
vestments in shares of other companies 
fixed capital /ftkst 'kæpıt(ə)l/ noun 
capital in the form of buildings and ma- 
chinery 


fixed costs /fikst 'kpsts/ plural noun 
business costs which do not change with 
the quantity of the product made 


fixed deposit /,fikst di'ppzit/ noun a 
deposit which pays a stated interest over a 
set period 

fixed expenses /,fikst 1k'spensiz/ 
plural noun expenses which do not vary 
with different levels of production, e.g. 
rent, secretaries’ salaries and insurance 


fixed income /ftkst 'inkam/ noun in- 
come which does not change from year to 
year, as from an annuity 


fixed-interest /,fikst 'intrast/ adjec- 
tive having an interest rate which does not 
vary ™ noun interest which is paid at a set 
rate 


fixed-interest investments /fıkst 
Introst m'vestmonts/ plural noun in- 
vestments producing an interest which 
does not change 

fixed-interest securities /fikst 
Intrast si'kjuaritiz/ plural noun securi- 
ties such as government bonds which pro- 
duce an interest which does not change 
fixed-price agreement /fikst 'prars 
9,griimont/ noun an agreement where a 
company provides a service or a product 


at a price which stays the same for the 
whole period of the agreement 

fixed rate /fikst 'rert/ noun a rate, e.g. 
an exchange rate, which does not change 
fixed scale of charges /,fikst skerl 
av 'tfard31z/ noun a rate of charging 
which does not change 

fixed-term contract /,fikst ts:m 
'kontrækt/ noun a contract of employ- 
ment valid for a fixed period of time O J 
have a fixed-term contract with the com- 
pany, and no guarantee of an extension 
when it ends in May. 

fixed yield /,ftkst 'ji:ld/ noun a per- 
centage return which does not change 
fixer /'fıksə/ noun 1. a person who has a 
reputation for arranging business deals, 
often illegally 2. US a house or car which 
is being sold cheaply as it needs repairing 
fixing /'fıksıy/ noun 1. arranging O the 


fixing of charges O the fixing of a mort- 


gage rate 2. a regular meeting to set a 
price 

fixtures /'fikst fəz/ plural noun items in 
a property which are permanently at- 
tached to it, e.g. sinks and lavatories 


fixtures and fittings /,ftkstfoz on 
‘fitinz/ plural noun objects in a property 
which are sold with the property, both 
those which cannot be removed and those 
which can. Abbreviation f. & f. 

flag /flæg/ noun a mark which is at- 
tached to information in a computer so 
that the information can be found easily E 
verb to insert marks on information in a 
computer so that the information can be 
found easily (NOTE: flagging — flagged) 
flagship /'flægf1p/ noun the key prod- 
uct in a range, on which the reputation of 
the producer most depends 

flat /flæt/ adjective 1. referring to mar- 
ket prices which do not fall or rise, be- 
cause of low demand O The market was 


flat today. 2. not changing in response to 


different conditions W adverb in a blunt 

way O He turned down the offer flat. 
“...the government revised its earlier re- 
ports for July and August. Originally re- 
ported as flat in July and declining by 
0.2% in August, industrial production is 
now seen to have risen by 0.2% and 0.1% 


respectively in those months’ 
[Sunday Times] 
flat organisation /'fleet 


orgonaizelf(a)n/ noun an organisation 
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with few grades in the hierarchical struc- 
ture O A flat organisation does not appeal 
to those who like traditional bureaucratic 
organisations. 


flat out /,flat 'avt/ adverb 1. working 
hard or at full speed O The factory worked 
flat out to complete the order on time. 2. 
US in a blunt way O He refused the offer 
flat out. 


flat pack /'flæt pæk/ noun a pack of 
goods in which a piece of furniture is sold 
in flat sections, which the purchaser then 
has to try to put together O The shelves 
are sold as a flat pack. 


flat rate /flæt 'rert/ noun a charge 
which always stays the same O a flat-rate 
increase of 10% O We pay a flat rate for 
electricity each quarter. O He is paid a 
flat rate of £2 per thousand. 


fleet /fli:t/ noun a group of cars belong- 
ing to a company and used by its staff O a 
company’s fleet of representatives’ cars 


fleet car /'fli:t ka:/ noun a car which is 
one of a fleet of cars 


fleet discount /,fli:t dis'kaunt/ noun 
a specially cheap price for purchase or 
rental of a company’s cars 

fleet rental / fli:t 'rent(a)l/ noun an ar- 
rangement to rent all a company’s cars 
from the same company at a special price 


flexecutive /flek'sekjutrv/ noun an 
executive with many different skills who 
is able to switch jobs or tasks easily 
(slang) 
flexibility /,fleks1'brl1ti/ noun the abil- 
ity to be easily changed O There is no flex- 
ibility in the company’s pricing policy. 
“...they calculate interest on their ‘flexi- 
ble’ mortgage on an annual basis rather 
than daily. Charging annual interest makes 
a nonsense of the whole idea of flexibility 
which is supposed to help you pay off your 
mortgage more quickly’ [Financial 
Times] 
flexible /'fleksıb(ə)l/ adjective possible 
to alter or change O We try to be flexible 
where the advertising budget is con- 
cerned. O The company has adopted a 
flexible pricing policy. 
flexible working hours /,fleksıb(ə)l 
'wsikıy auəz/, flexible work plural 
noun a system where employees can start 
or stop work at different hours of the 
morning or evening provided that they 


work a certain number of hours per day or 
week 

Flexible Work Regulations 
/ fleksıb(©)l 'ws:k regju,lerf(a)nz/ plu- 
ral noun (in the UK) the legal right for a 
parent with a child under the age of 6, or 
with a disabled child under the age of 18, 
to ask that their working hours should be 
arranged to help them with their responsi- 
bilities 

flexitime /'fleksitaım/ noun a system 
where employees can start or stop work at 
different hours of the morning or evening, 
provided that they work a certain number 
of hours per day or week O We work flex- 
itime. O The company introduced flexi- 
time working two years ago. O Flexitime 
should mean that employees work when 
they feel most productive. Same as flexi- 
ble working hours (NOTE: Another US 
term is flextime.) 

flier /'flarə/, flyer /'flaro/ noun a small 
advertising leaflet designed to encourage 
customers to ask for more information 
about the product for sale 

flight information /flaıt fa 
'merf(ə)n/ noun information about flight 
times 

flip /fltp/ noun a start-up company that is 
established with the aim of building up 
market share quickly so that it can be 
floated on the stock exchange or sold off 
in order to produce personal wealth for its 
founders 

flipchart /‘fliptfa:t/ noun a way of 
showing information to a group of people 
by writing on large sheets of paper which 
can then be turned over to show the next 
sheet 

float /flaut/ noun 1. cash taken from a 
central supply and used for running ex- 
penses O The sales reps have a float of 
£100 each. 2. the process of starting a 
new company by selling shares in it on the 
Stock Exchange O The float of the new 
company was a complete failure. 3. the 
process of allowing a currency to settle at 
its own exchange rate, without any gov- 
ernment intervention m verb 1. o to float 
a company to start a new company by 
selling shares in it on the Stock Exchange 
to float a loan to raise a loan on the fi- 
nancial market by asking banks and com- 
panies to subscribe to it 2. to let a curren- 
cy find its own exchange rate on the inter- 
national markets and not be fixed O The 
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government has let sterling float. O The 
government has decided to float the 
pound. 
floating /'floutıy/ noun 1. o floating of 
a company the act of starting a new com- 
pany by selling shares in it on the Stock 
Exchange 2. o the floating of the pound 
letting the pound find its own exchange 
rate on the international market E adjec- 
tive not fixed O floating exchange rates O 
the floating pound 
“...in a world of floating exchange rates 
the dollar is strong because of capital in- 
flows rather than weak because of the na- 
tion’s trade deficit?’ [Duns Business 
Month| 
floating charge /‘floutiy tfa:d3/ 
nouna charge linked to any of the compa- 
ny’s assets in a category, but not to any 
specific item 
floating population /,floutmy popju 
'‘lerf(a)n/ noun people who move from 
place to place 
floating rate /'fləutıy rert/ noun 1. 
same as variable rate 2. an exchange rate 
for a currency which can vary according 
to market demand, and is not fixed by the 
government 
flood /flad/ noun a large quantity O We 
received a flood of orders. O Floods of 
tourists filled the hotels. @ verb to fill 
with a large quantity of something O The 
market was flooded with cheap imita- 
tions. O The sales department is flooded 
with orders or with complaints. 
floor /fls:/ noun a bottom level of some- 
thing, e.g. the lowest exchange rate which 
a government will accept for its currency 
or the lower limit imposed on an interest 
rate O The government will impose a floor 
on wages to protect the poor. 
floor manager /'flo: ,mænıdzə/ noun 
US a person in charge of the sales staff in 
a department store 
floor plan /‘flo: plæn/ noun a drawing 
of a floor in a building, showing where 
different departments are 
floor price /'flo: prats/ noun a lowest 
price, a price which cannot go any lower 
floor space /'flo: spets/ noun an area 
of floor in an office or warehouse O We 
have 3,500 square metres of floor space 
to let. 
floor stand /'flo: stænd/ noun a dis- 
play stand which stands on the floor, as 


























opposed to one which stands on a table or 
counter 


floorwalker /'flo:wo:ka/ noun an em- 
ployee of a department store who advises 
customers, and supervises the shop assist- 
ants in a department 

flop /flop/ noun a failure, or something 
which has not been successful O The new 
model was a flop. @ verb to fail or not be 
a success O The launch of the new sham- 
poo flopped badly. O The flotation of the 
new company flopped badly. (NOTE: flop- 
ping — flopped) 

floppy disk /,flvpi ‘disk/, floppy 
/'flopi/ noun a flat circular flexible disk 
onto which data can be stored in a mag- 
netic form. A floppy disk cannot store as 
much data as a hard disk, but is easily re- 
moved, and is protected by a plastic 
sleeve. 

flotation /flou'te1f(9)n/ noun o the flo- 
tation of a new company the act of start- 
ing a new company by selling shares in it 
flotsam and jetsam /flotsom on 
'‘dzetsom/ noun rubbish floating in the 
water after a ship has been wrecked and 
rubbish washed on to the land 

flourish /'flarıf/ verb to be prosperous, 
to do well in business O the company is 














flourishing O trade with Estonia flour- 


ished 


flourishing /‘flariJ1n/ adjective profit- 
able o flourishing trade trade which is 
expanding profitably O He runs a flour- 
ishing shoe business. 


flow /flou/ noun 1. a movement © the 














flow of capital into a country O the flow of 





investments into Japan 2. a discounted 
cash flow (DCF) calculation of forecast 
sales of a product in current terms with re- 
ductions for current interest rates m verb 
to move smoothly O Production is now 











flowing normally after the strike. 


flow chart /'fləvt fa:t/, flow diagram 
/'flau ,daragreem/ noun a chart which 
shows the arrangement of work processes 
in a series 

fluctuate /‘flaktJuert/ verb to move up 
and down © Prices fluctuated between 
£1.10 and £1.25. O The pound fluctuated 
all day on the foreign exchange markets. 
fluctuating /‘flaktjuertin/ adjective 
moving up and down O fluctuating dollar 
prices 
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fluctuation /,flaktfu'erf(9)n/ noun an 
up and down movement O the fluctua- 
tions of the yen O the fluctuations of the 
exchange rate 
fly-by-night /‘flar bar ,nart/ adjective 
company which is not reliable or which 
might disappear to avoid paying debts O J 
want a reputable builder, not one of these 
fly-by-night outfits. 
flying picket /,flatmy 'pıkıt/ noun a 
picket who travels round the country to 
try to stop workers going to work 
FOB, f.0.b. abbr free on board 
fold /fauld/ verb to stop trading 
(informal) O The business folded up last 
December. O The company folded with 
debts of over £1m. 
-fold /fauld/ suffix times 
four times 
‘...the company’s sales have nearly tripled 
and its profits have risen seven-fold since 
1982’ [Barrons] 
folio /'fəuliəu/ noun a page with a 
number, especially two facing pages in an 
account book which have the same 
number @ verb to put a number on a page 
follow /'foləvu/ verb to come behind or to 
come afterwards O The samples will fol- 
low by surface mail. O We will pay 
£10,000 down, with the balance to follow 
in six months’ time. 
follow up phrasal verb to examine 
something further O PU follow up your 
idea of targeting our address list with a 
special mailing. o to follow up an initi- 
ative to take action once someone else 
has decided to do something 
follow-up letter /'foləu ap ,leto/, fol- 
low-up call noun a letter or call to some- 
one who has not acted on the instructions 
in a previous letter or call, or to discuss in 
more detail points which were raised ear- 
lier 
food stamp /‘fu:d stæmp/ noun US a 
coupon issued by the US federal govern- 
ment to poor people so that they can buy 
food at a discounted price 
foolscap /'fu:lskzp/ noun a large size 
of writing paper (131/2 by 81/2 inches) O 
The letter was on six sheets of foolscap. 
foolscap envelope  /,fu:lskep 
‘envaloup/ noun a large envelope which 
takes foolscap paper 
foot /fut/ noun 1. the bottom part © He 
signed his name at the foot of the invoice. 





four-fold 























2. a measurement of length (= 30cm) O 
The table is six feet long. O My office is 
ten feet by twelve. (NOTE: The plural is 
feet for (a) and (c); there is no plural for 
(b). In measurements, foot is usually 
written ft or ’ after figures: 10ft; 10’. 
Note that the foot is now no longer offi- 
cially used in the UK) m verb o to foot 
the bill to pay the costs o to foot up an 
account US to add up a column of num- 
bers 
footer /'futə/ noun a section at the bot- 
tom of a web page, which usually con- 
tains any essential links and information 
on how to contact the organisation that 
owns the page and on its copyright and 
privacy policy 
footfall /‘futfo:l/ noun the number of 
customers who come into and walk round 
a shop 
‘the small independent retailer who 
stocks up using cash and carries could be 
hit hard by the loss of footfall associated 
with any increase in smuggled goods’ 
[The Grocer] 
Footsie /'futsi:/ noun an index based 
on the prices of 100 leading companies 
(this is the main London index) (informa!) 
Full form Financial Times-Stock Ex- 
change 100 index 
FOR full form free on rail 
‘Forbes’ 500 /,fo:bz farv 'handrad/ 
noun a list of the largest US corporations, 
published each year in ‘Forbes’ magazine 
forbid /fo'bid/ verb to tell someone not 
to do something, or to say that something 
must not be done O Smoking is forbidden 
in our offices. O The contract forbids re- 
sale of the goods to the USA. O Staff are 


























forbidden to speak directly to the press. 


(NOTE: forbidding — forbade — forbid- 
den) 
force /fo:s/ noun 1. strength o to be in 
force to be operating or working O The 
rules have been in force since 1986. o to 
come into force to start to operate or 
work O The new regulations will come 
into force on January Ist. 2. a group of 
people m verb to make someone do some- 
thing O Competition has forced the com- 
pany to lower its prices. O After the take- 
over several of the managers were forced 
to take early retirement. 

force down phrasal verb to make 

something such as prices become lower 
to force prices down to make prices 
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come down O Competition has forced 
prices down. 

force up phrasal verb to make some- 
thing become higher o to force prices 
up to make prices go up O The war 
forced up the price of oil. 


forced sale /,fo:st 'se1l/ noun a sale 
which takes place because a court orders 
it or because it is the only way to avoid a 
financial crisis 

force majeure /,fo:s mz'33:/ noun 
something which happens which is out of 
the control of the parties who have signed 
a contract, e.g. a strike, war or storm 


forecast /‘fo:kaist/ noun a description 
or calculation of what will probably hap- 
pen in the future O The chairman did not 
believe the sales director’s forecast of 
higher turnover. @ verb to calculate or to 
say what will probably happen in the fu- 
ture O She is forecasting sales of £2m. O 
Economists have forecast a fall in the ex- 
change rate. (NOTE: forecasting — fore- 
cast) 


forecast dividend /fo:ka:st 
‘dividend/ noun a dividend which a 
company expects to pay at the end of the 
current year. Also called prospective 
dividend 


forecasting /‘fo:ka:stin/ noun the 
process of calculating what will probably 
happen in the future O Manpower plan- 
ning will depend on forecasting the future 
levels of production. 


foreclose /fo:'klauz/ verb to sell a 
property because the owner cannot repay 
money which he or she has borrowed, us- 
ing the property as security O to foreclose 
on a mortgaged property 

foreclosure /fs:'klau30/ noun an act 
of foreclosing 


foreign /‘forin/ adjective not belonging 
to your own country O Foreign cars have 
flooded our market. O We are increasing 
our trade with foreign countries. 
“...a sharp setback in foreign trade ac- 
counted for most of the winter slowdown’ 
[Fortune] 
foreign currency /,form '‘karonsi/ 
noun money of another country 
foreign currency account /,fprin 
'karonsi 9,kaunt/ noun a bank account 
in the currency of another country, e.g. a 
dollar account in a British bank 














foreign currency reserves /,fprin 
‘karonsi r1,z3:vz/ plural noun a coun- 
try’s reserves held in currencies of other 
countries. Also called foreign exchange 
reserves, international reserves 
“...the treasury says it needs the cash to re- 
build its foreign reserves which have fall- 
en from $19 billion when the government 
took office to $7 billion in August’ [Econ- 
omist] 
foreigner /'forina/ noun a person from 
another country 


foreign exchange /foron tks 
'tfernd3/ noun 1. the business of ex- 
changing the money of one country for 
that of another 2. foreign currencies 
“...the dollar recovered a little lost ground 
on the foreign exchanges yesterday’ 
[Financial Times] 
foreign exchange broker / forin 
Iks'tfemd3 ,brouko/, foreign ex- 
change dealer noun a person who deals 
on the foreign exchange market 


foreign exchange dealing /,forin 
tks'tfemd3 ,di:lin/ noun the business of 
buying and selling foreign currencies 
foreign exchange market /,forin 
Iks'tfemd3 ,markit/ noun 1. a market 
where people buy and sell foreign curren- 
cies O She trades on the foreign exchange 
market. 2. dealings in foreign currencies 
O Foreign exchange markets were very 
active after the dollar devalued. 


foreign exchange reserves /,forin 
Iks'tfemd3 r1,z3:vz/ plural noun for- 
eign money held by a government to sup- 
port its own currency and pay its debts 


foreign exchange transfer /,fprin 
Iks'tfemd3 ,treensf3:/ noun the sending 
of money from one country to another 


foreign goods /,form 'gudz/ plural 
noun goods manufactured in other coun- 
tries 

foreign investments /form in 
'vestmonts/ plural noun money invested 
in other countries 


foreign money order /,form ‘mani 
,oirda/ noun a money order in a foreign 
currency which is payable to someone liv- 
ing in a foreign country 

foreign rights /,forim 'rartz/ plural 
nouna legal entitlement to sell something 
in a foreign country, e.g. the right to trans- 
late a book into a foreign language 
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foreign trade /'forın trerd/ noun a 
trade with other countries 


foreman = _//‘fo:mon/, forewoman 
/'‘forwumon/ noun a skilled worker in 
charge of several other workers (NOTE: 
The plural is foremen or forewomen.) 


forex /'foireks/, Forex noun same as 
foreign exchange 
“...the amount of reserves sold by the au- 
thorities were not sufficient to move the 
$200 billion Forex market permanently’ 
[Duns Business Month] 
forfeit /'fo:fıt/ noun the fact of having 
something taken away as a punishment 
the goods were declared forfeit the court 
said that the goods had to be taken away 
from the person who was holding them E 
verb to have something taken away as a 
punishment o to forfeit a patent to lose a 
patent because payments have not been 
made o to forfeit a deposit to lose a de- 
posit which was left for an item because 
you have decided not to buy that item 


forfeit clause /'fo:fit klo1z/ noun a 
clause in a contract which says that goods 
or a deposit will be taken away if the con- 
tract is not obeyed 


forfeiture /'fo:fitfa/ noun the act of 
forfeiting a property 

forge /fo:d3/ verb to copy money or a 
signature illegally, to make a document 
which looks like a real one O He tried to 
enter the country with forged documents. 
forgery /'fo:d3eri/ noun 1. making an 
illegal copy O He was sent to prison for 
forgery. 2. an illegal copy O The signature 
was proved to be a forgery. 


for hire contract /fa 'haro ,kontrekt/ 
noun US a freelance contract 


fork-lift truck /,fo:k lft 'trak/ noun a 
type of small tractor with two metal arms 
in front, used for lifting and moving pal- 
lets 


form /fo:m/ noun 1. o form of words 
words correctly laid out for a legal docu- 
ment o receipt in due form a correctly 
written receipt 2. an official printed paper 
with blank spaces which have to be filled 
in with information O a pad of order 
forms O You have to fill in form A20. O 
Each passenger was given a customs dec- 
laration form. © The reps carry pads of 
order forms. ™ verb to start, create or or- 
ganise something O The brothers have 
formed a new company. 






























































forma /'fo:m9/ noun » pro forma 


formal /'fo:m(ə)l/ adjective clearly and 
legally written O to make a formal appli- 
cation O to send a formal order O Is this 
a formal job offer? O The factory is pre- 
pared for the formal inspection by the 
government inspector. 

formality /fo:'mzliti/ noun something 
which has to be done to obey the law 
formally /'fo:moli/ adverb in a formal 
way O We have formally applied for plan- 
ning permission for the new shopping 
precinct. 

formation § /fo:'merf(s)n/, forming 
/‘formin/ noun the act of organising O the 


formation of a new company 


former /'fo:mo/ adjective before or at 
an earlier time O The former chairman 
has taken a job with a rival company. O 
She got a reference from her former em- 
ployer. 


formerly /'fo:moli/ adverb at an earlier 
time O He is currently managing director 
of Smith Ltd, but formerly he worked for 
Jones Brothers. 


fortnight /‘fo:tnart/ noun two weeks O 
I saw him a fortnight ago. O We will be on 
holiday during the last fortnight of July. 
(NOTE: not used in US English) 


fortune /'fo:tfan/ noun a large amount 
of money O He made a fortune from in- 
vesting in oil shares. O She left her for- 
tune to her three children. 


Fortune 500 /,fo:tfu:n farv 
‘handrad/ plural noun the 500 largest 
companies in the USA, as listed annually 
in Fortune magazine 


forward /'fo:wad/ adjective in advance 
or to be paid at a later date m adverb 1. 
to date a cheque forward to put a later 
date than the present one on a cheque 2. 
to sell forward to sell foreign currency, 
commodities, etc., for delivery at a later 
date 3. o balance brought forward, car- 
ried forward balance which is entered in 
an account at the end of a period and is 
then taken to be the starting point of the 
next period m verb o to forward some- 
thing to someone to send something to 
someone O to forward a consignment to 
Nigeria o ‘please forward’, ‘to be for- 
warded’ words written on an envelope, 
asking the person receiving it to send it on 
to the person whose name is written on it 
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forwardation /,fo:wod'erJ(a)n/ noun 
a cash price which is lower than the for- 
ward price (NOTE: The opposite is back- 
wardation.) 

forward buying /,fo:wod 'bary/ 
noun the act of buying shares, currency or 
commodities at today’s price for delivery 
at a later date 

forward contract /'forwad 
ikontreekt/ noun a one-off agreement to 
buy foreign currency or shares or com- 
modities for delivery at a later date at a 
specific price 

forward dealing /'foiwəd ,di:l9/ 
noun the activity of buying or selling 
commodities forward 

forwarder /'fo:wada/ noun a person or 
company that arranges shipping and cus- 
toms documents for several shipments 
from different companies, putting them 
together to form one large shipment 
forward exchange rate /,fo:wad tks 
'tfernd3 reit/, forward rate noun a rate 
for purchase of foreign currency at a fixed 
price for delivery at a later date O What 
are the forward rates for the pound? 
forwarding /‘fo:wadin/ noun the act of 
arranging shipping and customs docu- 
ments 

forwarding address /'fo:wodiy ə 
,dres/ noun the address to which a per- 
son’s mail can be sent on 

forwarding agent /'foiwədıņ 
,e1dzont/ noun a person or company 
which arranges shipping and customs 
documents 

forwarding instructions /'‘fo:wodin 
mn,strakfonz/ plural noun instructions 
showing how the goods are to be shipped 
and delivered 

forward integration /,fo:wod to 
'grerf(ə)n/ noun a process of expansion 
in which a company becomes its own dis- 
tributor or takes over a company in the 
same line of business as itself O Forward 
integration will give the company greater 
control over its selling. O Forward inte- 
gration has brought the company closer 
to its consumers and has made it aware of 
their buying habits. Compare backward 
integration 

forward market /,fo:wod 'markit/ 
nouna market for purchasing foreign cur- 
rency, oil or commodities for delivery at a 
later date 


forward price /'fo:wəd prats/ noun a 
price of goods which are to be delivered 
in the future 

forward sales /'fo:wad seilz/ plural 
noun the sales of shares, commodities or 
foreign exchange for delivery at a later 
date 

foul bill of lading /,faul bil ov 
'‘lerdin/ noun a bill of lading which says 
that the goods were in bad condition when 
received by the shipper 

founder /'faundə/ noun a person who 
starts a company ™ verb to collapse, to 
fail O The project foundered for lack of 


funds. 


founder’s shares /'faundoz feoz/ 
noun special shares issued to the person 
who starts a company 

four O’s /,fo:r 'auz/ plural noun a sim- 
ple way of summarizing the essentials of 
a marketing operation, which are Objects, 
Objectives, Organisation and Operations 
four-pack /'fo: pek/ noun a box con- 
taining four items (often bottles) 
four-part /'fo: pa:t/ adjective paper 
(for computers or typewriters) with a top 
sheet for the original and three other 
sheets for copies O four-part invoices O 


four-part stationery 


four P’s /,fo: 'pi:z/ plural noun a simple 
way of summarising the essentials of the 
marketing mix, which are Product, Price, 
Promotion and Place 

fourth quarter /,f9:0 'kwo:to/ noun a 
period of three months from 1st October 
to the end of the year 

Fr abbr franc 

fraction /'frækfən/ noun a very small 
amount O Only a fraction of the new 
share issue was subscribed. 

fractional /'frækfənəl/ adjective very 
small 

fractional certificate /'frækfənəl so 
itrfikot/ noun a certificate for part of a 
share 

franc /freenk/ noun 1. a former unit of 
currency in France and Belgium O French 


francs or Belgian francs 2. a unit of cur- 


rency in Switzerland and several other 
currencies O It costs twenty-five Swiss 


francs. 


franchise /'freentfatz/ noun a licence 
to trade using a brand name and paying a 
royalty for it O He’s bought a printing 
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franchise or a pizza franchise. ™ verb to 
sell licences for people to trade using a 
brand name and paying a royalty O His 
sandwich bar was so successful that he 
decided to franchise it. 
‘...many new types of franchised busi- 
nesses will join the ranks of the giant 
chains of fast-food restaurants, hotels and 
motels and rental car agencies’ 
[Franchising Opportunities | 
franchisee /,frzent fat'zi:/ noun a per- 
son who runs a franchise 


franchiser /'fræntfarzə/ noun a per- 
son who licenses a franchise 


franchising /'fræntfarzıy/ noun the 
act of selling a licence to trade as a fran- 
chise O She runs her sandwich chain as a 
franchising operation. 


franchising operation 
l'frænt farzıy opə,rerf(ə)n/ noun an op- 
eration involving selling licences to trade 
as a franchise 

franchisor /'frænt farzə/ noun another 
spelling of franchiser 


franco /'‘frenkou/ adverb free 


frank /fræņk/ verb to stamp the date and 
postage on a letter 


franking machine /‘frenkm mo 
Ji:xn/ noun a machine which marks the 
date and postage on letters so that the 
sender does not need to use stamps 


fraud /froid/ noun an act of making 
money by making people believe some- 
thing which is not true O He got posses- 
sion of the property by fraud. O She was 
accused of frauds relating to foreign cur- 
rency. 0 to obtain money by fraud to ob- 
tain money by saying or doing something 
to cheat someone 

fraud squad /'fro:d skwnd/ noun the 
special police department which investi- 
gates frauds 


fraudulent /'fro:djulont/ adjective not 
honest, or aiming to cheat people O a 
fraudulent transaction 


fraudulent conversion 
/,fro:djulont kon'vs:f(9)n/ noun the act 
of using money which does not belong to 
you for a purpose for which it is not sup- 
posed to be used 

fraudulently /‘fro:djulontli/ adverb 
not honestly O goods imported fraudu- 
lently 














free of tax. 


fraudulent misrepresentation 
/froi:djulont mıs,reprızen'terf(o)n/ 
noun the act of making a false statement 
with the intention of tricking a customer 


free /fri:/ adjective, adverb 1. not cost- 
ing any money O I have been given a free 
ticket to the exhibition. O The price in- 
cludes free delivery. © All goods in the 
store are delivered free. O A catalogue 
will be sent free on request. o free of 
charge with no payment to be made 2. 
with no restrictions o free of tax with no 
tax having to be paid O Interest is paid 
free of duty with no duty to 
be paid O to import wine free of duty 3. 
not busy or not occupied O Are there any 






































free tables in the restaurant? O I shall be 
free in a few minutes. O The chairman al- 


ways keeps Friday afternoon free for a 
game of bridge. m verb to make some- 
thing available or easy O The govern- 
ment’s decision has freed millions of 
pounds for investment. 
“American business as a whole is increas- 
ingly free from heavy dependence on man- 
ufacturing’ [Sunday Times] 
free baggage allowance / fri: 
‘beegid3 ə,lauəns/ noun the amount of 
baggage which a passenger can take with 
him free on a plane 
freebie /'fri:bi/ noun a product or serv- 
ice supplied free of charge, especially a 
gift to an agent or journalist (informal) 
free collective bargaining /,fri: kə 
lektiv 'ba:gınıy/ noun negotiations be- 
tween management and trade unions 
about wage increases and working condi- 
tions 
free competition /fri: kompə 
'tiJ(a)n/ noun the fact of being free to 
compete without government interference 
free currency /,fri: 'karansi/ noun a 
currency which is allowed by the govern- 
ment to be bought and sold without re- 
striction 
free enterprise /fri: 'entəprarz/ 
noun a system of business free from gov- 
ernment interference 
free gift /,fri: 'grft/ noun a present giv- 
en by a shop to a customer who buys a 
specific amount of goods O There is a free 
gift worth £25 to any customer buying a 
washing machine. 
freeholder /‘frizhaulda/ noun a person 
who owns a freehold property 


freehold property 
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freehold property = //‘frizhould 
,prppoti/ noun property which the owner 
holds for ever and on which no rent is paid 
free issue /,fri: 'ıfu:/ noun same as 
scrip issue 

freelance /'fri:la:ns/ adjective, noun 
(an independent worker) who works for 
several different companies but is not em- 
ployed by any of them O We have about 
twenty freelances working for us or about 
twenty people working for us on a free- 
lance basis. O She is a freelance journal- 
ist. m adverb selling your work to various 
firms, but not being employed by any of 
them O He works freelance as a designer. 
E verb 1. to do work for several firms but 
not be employed by any of them O She 
freelances for the local newspapers. 2. to 
send work out to be done by a freelancer 
O We freelance work out to several spe- 
cialists. 

freelancer /‘fri:lainsa/ noun a free- 
lance worker 

free luggage allowance /fri: 
‘lagid3 ə,lauəns/ noun the amount of 
luggage which a passenger can take with 
him free of charge 

freely /‘fri:li/ adverb with no restric- 
tions O Money should circulate freely 
within the EU. 

free market economy /fri: ,ma:kıt 1 
‘konomi/ noun a system where the gov- 
ernment does not interfere in business ac- 
tivity in any way 

free on board /,fri: pn 'bo:d/ adjec- 
tive 1. including in the price all the sell- 
er’s costs until the goods are on the ship 
for transportation. Abbreviation f.o.b. 2. 
including in the price all the seller’s costs 
until the goods are delivered to a place 
free paper /,fri: 'perpə/ noun a news- 
paper which is given away free, and 
which relies for its income on its advertis- 
ing 

freephone /'fri:fəun/, freefone noun 
a system where you can telephone to re- 
ply to an advertisement, to place an order 
or to ask for information and the seller 
pays for the call 

free port /‘fri: poxt/ noun a port where 
there are no customs duties to be paid 
freepost /'fri:poust/ noun a system 
where someone can write to an advertiser 
to place an order or to ask for information 
to be sent, without paying for a stamp. 


The company paying for the postage on 
receipt of the envelope. 
free sample /,fri: 'sa:mpol/ noun a 
sample given free to advertise a product 
freesheet /'fri:fi:t/ noun same as free 
paper 
free trade /fri: 'tretd/ noun a system 
where goods can go from one country to 
another without any restrictions 
“...can free trade be reconciled with a 
strong dollar resulting from floating ex- 
change rates?’ [Duns Business Month] 
free trade area /fri: 'trerd ,eorio/ 
noun a group of countries practising free 
trade 


free trader / fri: 'trerdə/ noun a person 
who is in favour of free trade 
“...free traders hold that the strong dollar 
is the primary cause of the nation’s trade 
problems’ [Duns Business Month] 
free trade zone /fri: 'tretd ,zoun/ 
noun an area where there are no customs 
duties 


free trial /,fri: 'tratal/ noun an opportu- 
nity to test a machine or product with no 
payment involved 


freeze /fri:z/ noun o a freeze on wages 
and prices period when wages and prices 
are not allowed to be increased m verb to 
keep something such as money or costs at 
their present level and not allow them to 
rise O to freeze wages and prices O to 














freeze credits © to freeze company divi- 


dends O We have frozen expenditure at 
last year’s level. (NOTE: freezing — froze 
— frozen) 
freeze out phrasal verb o to freeze out 
the competition to trade successfully 
and cheaply and so prevent competitors 
from operating 
freeze on wages / fri:z on 'we1d31z/ 
noun same as wage freeze 


freight /frert/ noun 1. the cost of trans- 
porting goods by air, sea or land O At an 
auction, the buyer pays the freight. 2. 
goods which are transported o to take on 
freight to load goods onto a ship, train or 
truck m verb o to freight goods to send 
goods O We freight goods to all parts of 
the USA. 

freightage /'frertıd3/ noun the cost of 
transporting goods 

freight car /'frert ka:/ noun US a rail- 
way wagon for carrying goods 
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freight charges /'frert ,tfa:d31z/ plu- 
ral noun money charged for transporting 
goods O Freight charges have gone up 
sharply this year. 
freight collect /‘frert ko,lekt/ noun 
US an arrangement whereby the customer 
pays for transporting the goods 
freight costs /'frert kpsts/ plural 
noun money paid to transport goods 
freight depot /'frert ,depau/ noun a 
central point where goods are collected 
before being shipped 
freight elevator /‘freit ,eləvertə/ 
noun a strong lift for carrying goods up 
and down inside a building 
freighter /‘fretta/ noun 1. an aircraft or 
ship which carries goods 2. a person or 
company that organises the transport of 
goods 
freight forward /,fre1t 'forwad/ noun 
a deal where the customer pays for trans- 
porting the goods 
freight forwarder /'frertt ,fo:wado/ 
noun a person or company that arranges 
shipping and customs documents for sev- 
eral shipments from different companies, 
putting them together to form one large 
shipment 

“...the airline will allow freight forwarder 

customers to track and trace consignments 

on the airline’s website’ [Lloyd’s List] 
freightliner /‘frettlaina/ noun a train 
which carries goods in containers O The 
shipment has to be delivered to the 
freightliner depot. 
freight plane /'frert plemn/ noun an 
aircraft which carries goods, not passen- 
gers 
freight train /'frert trern/ noun a train 
used for carrying goods 
frequent /'fri:kwant/ adjective which 
comes, goes or takes place often O There 
is a frequent ferry service to France. O We 
send frequent faxes to New York. O How 
frequent are the planes to Birmingham? O 
We send frequent telexes to New York. 
frequently /‘fri:kwoantli/ adverb often 
O The photocopier is frequently out of 
use. O We email our New York office very 
frequently — at least four times a day. 
friction-free market /frikfon fri: 
‘markit/ noun a market in which there 
are few differences between competing 
products, so that the customer has an ex- 
ceptionally free choice 


friendly society /‘frendli so,sarati/ 
noun a group of people who pay regular 
subscriptions which are used to help 
members of the group when they are ill or 
in financial difficulties 


fringe benefit /frind3 'benrf1t/ noun 
an extra item given by a company to em- 
ployees in addition to a salary, e.g. com- 
pany cars or private health insurance O 
The fringe benefits make up for the poor 
pay. O Use of the company recreation fa- 
cilities is one of the fringe benefits of the 
job. 

front /frant/ noun 1. o in front of be- 
fore or on the front side of something O 
They put up a ‘for sale’ sign in front of the 
factory. O The chairman’s name is in front 
of all the others on the staff list. 2. a busi- 
ness or person used to hide an illegal trade 
O His restaurant is a front for a drugs or- 
ganisation. 


front end /'frant end/ noun the part of 
an organisation that meets and deals with 
customers face-to-face 


front-end / frant 'end/ adjective refer- 
ring to the start of an investment or insur- 
ance 

front-end loaded /'frant end 
jlaudid/ adjective referring to an insur- 
ance or investment scheme where most of 
the management charges are incurred in 
the first year of the investment or insur- 
ance, and are not spread out over the 
whole period. Compare back-end load- 
ed 


front-line management /,frant lain 
‘meenid3mont/ noun managers who 
have immediate contact with the employ- 
ees 


front man /‘frant mzen/ noun a person 
who seems honest but is hiding an illegal 
trade 

frozen /‘frauz(s)n/ adjective not al- 
lowed to be changed or used O Wages 
have been frozen at last year’s rates. o his 
assets have been frozen by the court the 
court does not allow him to sell his assets. 
ò freeze 

frozen account /‘frauz(9)n ə,kaunt/ 
noun a bank account where the money 
cannot be moved or used because of a 
court order 

frozen assets /,frouz(o)n 'æsets/ plu- 
ral noun a company’s assets which by law 
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cannot be sold because someone has a 
claim against them 


frozen credits /,frouz(o)n 'kreditz/ 
plural noun credits in an account which 
cannot be moved 


frustrate /fra'strert/ verb to prevent 
something, especially the terms of a con- 
tract, being fulfilled 


FSA abbr Financial Services Authority 
ft abbr foot 
FT abbr Financial Times 


FTSE 100 /,futsi wan ‘handrad/ noun 
an index based on the prices of one hun- 
dred leading companies (this is the main 
London index) 
‘...the benchmark FTSE 100 index ended 
the session up 94.3 points’ [Times] 


FTSE All-Share Index /,futsi '5:1 Jeo 
Indeks/ noun an index based on the mar- 
ket price of about 840 companies listed on 
the London Stock Exchange (it includes 
the companies on the FTSE 100 Index, 
the 250 Index, plus companies in other in- 
dices) (NOTE: Also simply called the All- 
Share Index.) 


FTSE Mid 250 Share Index /,futsi 
mid tu: fifti 'feo ,indeks/ noun an in- 
dex based on the market prices of 250 
companies capitalised at between £300m 
and £2.5bn (this is about 16% of the total 
stock market capitalisation) 


fuel /'fju:əl/ noun material (like oil, 
coal, gas) used to give power O The annu- 
al fuel bill for the plant has doubled over 
the last years. O He has bought a car with 
low fuel consumption. @ verb to add to O 
Market worries were fuelled by news of 
an increase in electricity charges. O The 
rise in the share price was fuelled by ru- 
mours of a takeover bid. (NOTE: fuelled — 
fuelling. The US spelling is fueled — 
fueling.) 

fulfil /ful'f1l/ verb to complete some- 
thing in a satisfactory way O The clause 
regarding payments has not been fulfilled. 
(NOTE: The US spelling is fulfill.) o to 
fulfil an order to supply the items which 
have been ordered O We are so under- 
staffed that we cannot fulfil any more or- 
ders before Christmas. 

fulfilment /ful'filmont/ noun the act of 
carrying something out in a satisfactory 
way (NOTE: The US spelling is fulfill- 
ment.) 














fulfilment house /ful'filmont haus/ 
noun a company which supplies orders 
on behalf of a mail-order company 

full /ful/ adjective 1. with as much inside 
it as possible O The train was full of com- 
muters. O Is the container full yet? O We 
sent a lorry full of spare parts to our 
warehouse. O When the disk is full, don’t 


forget to make a backup copy. 2. com- 





plete, including everything we are 
working at full capacity we are doing as 
much work as possible 3. o in full com- 
pletely O a full refund or a refund paid in 























full O Give your full name and address or 


your name and address in full. O He ac- 
cepted all our conditions in full. 
“...a tax-free lump sum can be taken partly 
in lieu of a full pension’ [Investors Chron- 
icle] 
full cost pricing /,ful kost 'prarsıy/ 
noun a pricing method based on assessing 
the full production cost of each product 
unit and adding a profit margin 
full costs /,ful 'kosts/ plural noun all 
the costs of manufacturing a product, in- 
cluding both fixed and variable costs 
full cover /,ful 'kavə/ noun insurance 
cover against all risks 
full employment /,ful ım'plormənt/ 
nouna Situation where all the people who 
can work have jobs 
full factoring service / ful 'fektori 
,S3rVIs/ noun a service by which a factor 
operates a client’s bought ledger and even 
takes on responsibility for his bad debts 
full fare /,ful 'feə/ noun a ticket for a 
journey by an adult who is paying the full 
price 
full payment /,ful 'permont/ noun the 
paying of all money owed 
full price /,ful 'prars/ noun a price with 
no discount O She bought a full-price 
ticket. 
full rate /,ful 'rert/ noun the full charge, 
with no reductions 
full refund /,ful 'ri:fand/ noun a re- 
fund of all the money paid O He got a full 
refund when he complained about the 
service. 
full repairing lease /,ful r1'peorm 
jlits/ noun a lease where the tenant has to 
pay for all repairs to the property 
full-scale /'ful sketl/ adjective com- 
plete or very thorough O The MD ordered 
a full-scale review of credit terms. O The 
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AR department will start a full-scale re- 
view of the present pay structure. 
“...the administration launched a full- 
scale investigation into maintenance pro- 
cedures’ [Fortune] 
full-service banking /ful ,s3:vis 
‘benkin/ noun banking that offers a 
whole range of services including mort- 
gages, loans, pensions, etc. 
full-time /'ful taım/ adjective, adverb 
working all the usual working time, i.e. 
about eight hours a day, five days a week 
O She’s in full-time work or She works 
full-time or She’s in full-time employment. 
O He is one of our full-time staff: 


full-time employment /,ful tarm ım 
'plormənt/ noun work for all of a work- 
ing day O to be in full-time employment 
full-timer /,ful 'taımə/ noun a person 
who works full-time 
fully /‘fuli/ adverb completely 
‘...issued and fully paid capital is $100 
million’ [Hongkong Standard] 
fully connected world /,fuli ko 
'‘nektid w3:ld/ noun a world where most 
people and organisations are linked by the 
Internet or similar networks 


fully-paid shares /,fuli perd 'feaz/ 
plural noun shares for which the full face 
value has been paid 

fully paid-up capital /,fuli perd ap 
'kæpıt(ə)l/ noun all money paid for the 
issued capital shares 

function /'fankfan/ noun a duty or job 
m verb to work O The advertising cam- 
paign is functioning smoothly. O The new 
management structure does not seem to 
be functioning very well. 


function code /'‘fankfon koud/ noun 
a computer code that controls an action 
rather than representing a character 


fund /fand/ noun 1. money set aside for 
a special purpose o the International 
Monetary Fund (IMF) a type of bank 
forming part of the United Nations which 
helps member states in financial difficul- 
ties, gives financial advice to members 
and encourages world trade 2. money in- 
vested in an investment trust as part of a 
unit trust, or given to a financial adviser to 
invest on behalf of a client. ) funds m 
verb to provide money for a purpose O 
The company does not have enough re- 
sources to fund its expansion programme. 























to fund a company to provide money 
for a company to operate 
“...the S&L funded all borrowers’ devel- 
opment costs, including accrued interest’ 
[Barrons] 
funded /'fandid/ adjective backed by 
long-term loans O long-term funded cap- 
ital 
funded debt /,fandid 'det/ noun the 
part of the British National Debt which 
pays interest, but with no date for repay- 
ment of the principal 
funding /'fandin/ noun 1. money for 
spending O The bank is providing the 





funding for the new product launch. 2. the 


act of changing a short-term debt into a 
long-term loan O The capital expenditure 
programme requires long-term funding. 


fund management /‘fand 
smeenid3mont/ noun the business of 
dealing with the investment of sums of 
money on behalf of clients 


fund manager /'fand ,menid3o/ 
noun a person who invests money on be- 
half of clients 


funds /fandz/ plural noun 1. money 
which is available for spending O The 
company has no funds to pay for the re- 
search programme. ò non-sufficient 
funds o the company called for extra 
funds the company asked for more mon- 
ey o to run out of funds to come to the 
end of the money available o to convert 
funds to another purpose to use money 
for a wrong purpose 2. government stocks 
and securities 

“...small innovative companies have been 

hampered for lack of funds’ [Sunday 

Times] 

“...the company was set up with funds to- 

talling NorKr 145m’ [Lloyd’s List] 
funny money /'fani ,mani/ noun an 
unusual type of financial instrument cre- 
ated by a company 


furnish /'fsınıf/ verb 1. to supply or to 
provide O The VAT office has asked up to 






































furnish details of all our transactions 


since August. 2. to put furniture into an 
office or room O He furnished his office 
with secondhand chairs and desks. O The 
company spent £10,000 on furnishing the 
chairman’s office. 

furnished accommodation 
/fsmift o,komoa'deif(a)n/ noun a flat, 
house, etc., which is let with furniture in it 
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furnished lettings /fs:n1ft 'letrns/ 
plural noun a furnished property to let 


furniture depository /'fsınıtfə di 
,ppzit(9)ri/ noun a warehouse where you 
can store household furniture 


further /'f3:60/ adjective 1. at a larger 
distance away O The office is further 
down the High Street. O The flight from 
Paris terminates in New York — for further 
destinations you must change to internal 
flights. 2. additional or extra O the bank 
has asked for further details or particu- 
lars O Further orders will be dealt with by 
our London office. O Nothing can be done 
while we are awaiting further instruc- 
tions. O He had borrowed £100,000 and 
then tried to borrow a further £25,000. O 
The company is asking for further credit. 
O He asked for a further six weeks to pay. 
3. o further to referring to something in 
addition o further to our letter of the 
21st in addition to what we said in our let- 
ter o further to your letter of the 21st 
here is information which you asked for 
in your letter o further to our telephone 
conversation here is some information 
which we discussed m verb to help to 
grow, to promote O He was accused of us- 















































ing his membership of the council to fur- 
ther his own interests. 
future /'fju:tfo/ adjective referring to 
time to come or to something which has 
not yet happened m noun the time which 
has not yet happened O Try to be more 
careful in future. O In future all reports 
must be sent to Australia by air. 
future delivery /fju:tfa dr'lrv(o)ri/ 
noun delivery at a later date 
futures /'fju:tfoz/ plural noun shares, 
currency or commodities that are bought 
or sold for now for delivery at a later date 
O Gold rose 5% on the commodity futures 
market yesterday. 
“...cocoa futures plummeted in November 
to their lowest levels in seven years’ 
[Business in Africa] 
futures contract /fjurtfoz 
kontrekt/ noun a contract for the pur- 
chase of commodities for delivery at a 
date in the future 
COMMENT: A futures contract is a contract 
to purchase; if investors are bullish, they 
will buy a contract, but if they feel the 
market will go down, they will sell one. 
futurise /'fju:tjoratz/ verb to adapt an 
organisation to make sure that it is able to 
take full advantage of the latest technolo- 
gies 


G 


g abbr gram 

G5 abbr Group of Five 

G8 abbr Group of Eight 

G10 abbr Group of Ten 

gain /gern/ noun 1. an increase, or the 
act of becoming larger o gain in experi- 
ence the act of getting more experience 
gain in profitability the act of becoming 
more profitable 2. an increase in profit, 
price or value O Oil shares showed gains 
on the Stock Exchange. O Property shares 
put on gains of 10%-15%. m verb 1. to get 
or to obtain O She gained some useful ex- 
perience working in a bank. o to gain 
control of a business to buy more than 
50% of the shares so that you can direct 
the business 2. to rise in value O The dol- 
lar gained six points on the foreign ex- 
change markets. 

gainful employment /,geinf(9)l ım 
‘plorment/ noun employment which 
pays money 

gainfully /'gernf(ə)li/ adverb o gain- 
fully employed working and earning 
money 

gallon /'gælən/ noun a measure of liq- 
uids (= 4.5 litres) o the car does twenty- 
five miles per gallon, the car does twen- 
ty-five miles to the gallon the car uses 
one gallon of petrol in travelling twenty- 
five miles 

galloping inflation /gzlopm in 
'flerf(a)n/ noun very rapid inflation 
which is almost impossible to reduce 
game theory /'geım ,ðrərı/ noun a 
mathematical method of analysis used in 
operational research to predict the out- 
comes of games of strategy and conflicts 
of interest. It is used to assess the likely 
strategies that people will adopt in situa- 
tions governed by a particular set of rules 
and to identify the best approach to a par- 
ticular problem or conflict. 






























































garnishee /,ga:nt'fi:/ noun a person 
who owes money to a creditor and is or- 
dered by a court to pay that money to a 
creditor of the creditor, and not to the 
creditor himself 


garnishee order /,ga:nt'fi: ,o:do/ 
noun a court order, making a garnishee 
pay money not to the debtor, but to a third 
party 

gasoline /'gzsoli:n/ noun US a liquid, 
made from petroleum, used to drive a car 
engine (NOTE: The UK term is petrol.) 
gatekeeper /'geit,ki:pa/ noun 1. a 
person who acts as a screen between a 
group and people outside the group (such 
as an interviewer in the human resources 
department who screens job applicants) 
2. a person who controls the flow of infor- 
mation within an organisation and so has 
a great influence on its policy 


gather /'gæðə/ verb 1. to collect togeth- 
er, to put together O He gathered his pa- 
pers together before the meeting started. 
O She has been gathering information on 
import controls from various sources. 2. 
to understand, to find out O J gather he 
has left the office. O Did you gather who 
will be at the meeting ? 
gazumping /go'zampin/ noun the 
practice of offering a higher price for a 
house than another buyer has already 
agreed with the seller 
GDP abbr gross domestic product 
gear /g1ə/ verb 1. to link something to 
something else o salary geared to the 
cost of living salary which rises as the 
cost of living increases 2. 0 a company 
which is highly geared, a highly-geared 
company company which has a high pro- 
portion of its funds from fixed-interest 
borrowings 

gear up phrasal verb to get ready O 

The company is gearing itself up for ex- 
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pansion into the African market. o to 
gear up for a sales drive to make all the 
plans and get ready for a sales drive 
gearing /'grər1ıy/ noun 1. a ratio of cap- 
ital borrowed by a company at a fixed rate 
of interest to the company’s total capital. 
Also called leverage 2. the act of bor- 
rowing money at fixed interest which is 
then used to produce more money than 
the interest paid 
COMMENT: High gearing (when a compa- 
ny is said to be ‘highly geared’) indicates 
that the level of borrowings is high when 
compared to its ordinary share capital. A 
lowly-geared company has borrowings 
which are relatively low. High gearing 
has the effect of increasing a company’s 
profitability when the company’s trading 
is expanding. If the trading pattern slows 
down, then the high interest charges as- 
sociated with gearing will increase the 
rate of slowdown. 
general /'d3en(a)ral/ adjective 1. ordi- 
nary or not special 2. dealing with every- 
thing or with everybody 
general audit /,d3en(a)ral 'o:dit/ 
nouna process of examining all the books 
and accounts of a company 
general average  //,d3en(a)ral 
'æv(ə)rıd3/ noun a process by which the 
cost of lost goods is shared by all parties 
to an insurance, such as in cases where 
some goods have been lost in an attempt 
to save the rest of the cargo 
General Delivery /,d3en(a)ral_ dr 
'lrv(ə)ri/ noun US a system where letters 
can be addressed to someone at a post of- 
fice, where they can be collected O They 
received the mail-order items via General 
Delivery. (NOTE: The UK term is poste 
restante.) 
general election /,d3en(a)ral_ 1 
‘lek fon/ noun election of a government 
by all the voters in a country 
general expenses /,dzen(a)ral_ 1k 
‘spensiz/ plural noun all kinds of minor 
expenses, the money spent on the day-to- 
day costs of running a business 
general insurance /,dzen(ə)rəl in 
'fuərəns/ noun insurance covering all 
kinds of risk, e.g. theft, loss or damage, 
but excluding life insurance 
general lien /,d3en(9)ral 'lixən/ noun 
a right to hold goods or property until a 
debt has been paid 
generally /‘dzen(a)rali/ adverb nor- 
mally or usually O The office is generally 











closed between Christmas and the New 
Year. O We generally give a 25% discount 


for bulk purchases. 


general manager =_//,d3en(a)ral 
'mænıd3ə/ noun a manager in charge of 
the administration of a company 
general meeting /,dz3en(ə)rəl 
'mi:tı9/ noun a meeting of all the share- 
holders of a company or of all the mem- 
bers of a society 


general office /‘dzen(a)ral_,vfts/ 
noun the main administrative office of a 
company 

general store /,d3en(a)ral 'sto:/ noun 
a small country shop which sells a large 
range of goods 

general strike /,d3en(o)ral 'strark/ 
nouna strike of all the workers in a coun- 
try 

general trading /,dzen(a)ral 
'treidin/ noun dealing in all types of 
goods 

Generation X /,dzenorerf(a)n 'eks/ 
noun the generation of people who were 
born between 1963 and 1981 and began 
their working lives from the 1980s on- 
wards (NOTE: The people who belong to 
Generation X are said to have chal- 
lenged traditional corporate expecta- 
tions by not being solely motivated by 
money. Instead they want to establish a 
balance between their professional and 
personal lives, being in favour of flexible 
working practices and valuing opportu- 
nities for learning and self-advance- 
ment.) 


generic /d3a'nertk/ adjective which is 
shared by a group, and does not refer to 
one individual m noun a product sold 
without a brand name O Generics are 
cheap since they have no name to adver- 
tise. 

generous /'dzen(a)ras/ adjective re- 
ferring to an amount that is larger than 
usual or expected O She received a gener- 
ous redundancy payment. O The staff con- 
tributed a generous sum for the manag- 
er’s retirement present. 

gentleman /‘dgent(a)lman/ noun 
‘gentlemen’ way of starting to talk to a 
group of men O ‘Good morning, gentle- 
men — if everyone is here, the meeting can 
start. O ‘Well, gentlemen, we have all 
read the report from our Australian of- 




















fice. o ‘ladies and gentlemen’ way of 
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starting to talk to a group of women and 
men 
gentleman’s agreement 
/‘dzent(a)lmonz oa,grizmont/ noun a 
verbal agreement between two parties 
who trust each other 
genuine /‘d3enjuin/ adjective true or 
real O a genuine Picasso O a genuine 
leather purse 
genuine article /,dzenjuin 'a:tık(ə)l/ 
noun a real article, not an imitation 
genuineness /‘d3enjumnos/ noun 
the state of being real, not being an imita- 
tion 
genuine purchaser /,d3enjuin 
'p3ıitfısə/ noun someone who is really 
interested in buying 
geographical information system 
/ d3i:ogreefik(a)l Info'merf(9)n 
,sistom/ noun a type of database which is 
sorted on geographical data, such as a 
census, or one which provides maps on- 
screen. Abbreviation GIS 
geographical weighting /d3i:ə 
grefik(a)l 'wertin/ noun a statistical 
process which gives more importance to 
some geographic areas than others in the 
process of reaching a final figure or result 
Gesellschaft /go'zelfa:ft/ noun the 
German word for company 
Gesellschaft mit beschränkter 
Haftung /go,zelfa:ft mit bo,srenkto 
‘harftun/ noun a German private limited 
company. Abbreviation GmbH 
get /get/ verb 1. to receive O We got a 
letter from the solicitor this morning. O 
When do you expect to get more stock? O 
He gets £250 a week for doing nothing. O 
She got £5,000 for her car. 2. to arrive at 
a place O The shipment got to Canada six 
weeks late. O She finally got to the office 
at 10.30. (NOTE: getting — got) 
get across phrasal verb to make 
someone understand something O The 
manager tried to get across to the work- 
force why some people were being made 
redundant. 
get along phrasal verb 1. to manage O 
We are getting along quite well with 
only half the staff we had before. 2. to be 
friendly or to work well with someone O 
She does not get along very well with 
her new boss. 
get back phrasal verb to receive some- 
thing which you had before O I got my 


money back after I had complained to 
the manager. O He got his initial invest- 
ment back in two months. 
get on phrasal verb 1. to work or man- 
age O How is your new assistant getting 
on? 2. to succeed O My son is getting on 
well — he has just been promoted. 
get on with phrasal verb 1. to be 
friendly or work well with someone O 
She does not get on with her new boss. 
2. to go on doing work O The staff got 
on with the work and finished the order 
on time. 
get out phrasal verb 1. to produce 
something O The accounts department 
got out the draft accounts in time for the 
meeting. 2. to sell an investment 
(informal) O He didn’t like what he read 
in the company’s annual report, so he 
got out before the company collapsed. 
get out of phrasal verb to stop trading 
in a product or an area O The company 
is getting out of computers. O We got 
out of the South American market. 
get round phrasal verb to avoid O We 
tried to get round the embargo by ship- 
ping from Canada. 
get through phrasal verb 1. to speak to 
someone on the phone O / tried to get 
through to the complaints department. 
2. to be successful O She got through 
her exams, so she is now a qualified en- 
gineer. 3. to try to make someone un- 
derstand O I could not get through to 
her that I had to be at the airport by 
2.15. 
gift /gift/ noun a thing which is given to 
someone 
gift coupon /'gift ,ku:pon/, gift to- 
ken /'gift ,toukon/, gift voucher /'gift 
vaut fə/ noun a card that can be used to 
buy specified goods up to the value print- 
ed on it, often issued by chain stores. The 
person receiving the voucher is able to re- 
deem it in any store in the chain. O We 
gave her a gift token for her birthday. 
gift inter vivos /,gift mts 'vi:vəus/ 
noun a gift given to another living person. 
Abbreviation GIV 
gift shop /‘gift fop/ noun a shop sell- 
ing small items which are given as 
presents 
gift-wrap /‘gift rep/ verb to wrap a 
present in attractive paper O Do you want 
this book gift-wrapped? (NOTE: gift- 
wrapping — gift-wrapped) 
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gift-wrapping /'‘gift ,repim/ noun 1. a 
service in a store for wrapping presents 
for customers 2. attractive paper for 
wrapping presents 
gig /g1g/ noun a particular project or as- 
signment undertaken by an independent 
professional or freelance (informal) 
gilt-edged /'gılt ed3d/ adjective refer- 
ring to an investment which is very safe 
gilt-edged securities /,gilt edzd sı 
'kjuərıtiz/ plural noun investments in 
British government stock 
gilt-edged stock /,gilt edzd 'stok/ 
noun same as government bonds 
gilts /gilts/ plural noun same as gov- 
ernment bonds 
gimmick /'gımık/ noun a clever idea or 
trick O a publicity gimmick 
giro /‘d3atrau/ noun 1. same as bank 
giro 2. a giro cheque 
Girobank /'‘d3atroubzenk/ noun a bank 
in a giro system O a National Girobank 
account O She has her salary paid into 
her National Girobank account. 
giro system /‘dgarrou ,sıstəm/ noun a 
banking system in which money can be 
transferred from one account to another 
without writing a cheque 
give /gtv/ verb 1. to pass something to 
someone as a present O The office gave 
him a clock when he retired. 2. to pass 
something to someone O She gave the 
documents to the accountant. O Do not 
give anybody personal details about staff 
members. O Can you give me some infor- 
mation about the new computer system? 
3. to organise O The company gave a par- 
ty ona boat to say goodbye to the retiring 
sales director. (NOTE: giving — gave — 
given) 
give away phrasal verb to give some- 
thing as a free present O We are giving 
away a pocket calculator with each £10 
of purchases. 
giveaway /'givawel/ adjective o to sell 
at giveaway prices to sell at very cheap 
prices E noun something which is given 
as a free gift when another item is bought 
giveaway paper /‘givowel ,perpə/ 
noun a newspaper which is given away 
free, and which relies for its income on its 
advertising 
glad-hand /'glæd hznd/ verb to shake 
hands with and greet people at a business 
party or meeting 














global /'gləub(ə)l/ adjective 1. refer- 
ring to the whole world O We offer a 24- 
hour global delivery service. global 
economy the economy of the whole 
world 2. referring to all of something O 
The management proposed a global re- 
view of salaries. 


globalisation /,gloubslat'ze1J(a)n/, 
globalization noun the process of mak- 
ing something international or world- 
wide, especially the process of expanding 
business interests, operations and strate- 
gies to countries all over the world (NOTE: 
Globalisation is due to technological de- 
velopments that make global communi- 
cations possible, political developments 
such as the fall of communism and de- 
velopments in transportation that make 
travelling faster and more frequent. It 
can benefit companies by opening up 
new markets, giving access to new raw 
materials and investment opportunities 
and enabling them to take advantage of 
lower operating costs in other coun- 
tries.) 

glocalisation /,gləukəlar'zerf(ə)n/ 
noun the process of adapting globalised 
products or services to fit the needs of dif- 
ferent local markets and communities 
around the world (NOTE: The word is a 
combination of globalisation and locali- 
sation.) 

glue /glu:/ noun something such as in- 
formation that unifies organisations, sup- 
ply chains and other commercial groups 
glut /glat/ noun o a glut of produce too 
much produce, which is then difficult to 
sell O a coffee glut or a glut of coffee o a 
glut of money a situation where there is 
too much money available to borrowers W 
verb to fill the market with something 
which is then difficult to sell O The mar- 
ket is glutted with cheap cameras. (NOTE: 
glutting — glutted) 

gm abbr gram 

GmbH abbr Gesellschaft mit beschrank- 
ter Haftung 

gnomes of Zurich /noumz ov 
'zjuorix/ plural noun important Swiss in- 
ternational bankers (informal) 

GNP abbr gross national product 

go /gau/ verb 1. to move from one place 
to another O The cheque went to your 
bank yesterday. O The plane goes to 
Frankfurt, then to Rome. O He is going to 
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our Lagos office. O She went on a man- 
agement course. 2. to be placed O The 
date goes at the top of the letter. (NOTE: 
going — went - gone) 
go back on phrasal verb not to carry 
out something after you have promised 
to do it O Two months later they went 
back on the agreement. 
go into phrasal verb to examine some- 
thing carefully O The bank wants to go 
into the details of the inter-company 
loans. 
go into business phrasal verb to start 
in business O He went into business as a 
car dealer. O She went into business in 
partnership with her son. 
go liquid phrasal verb to convert as 
many assets as possible into cash 
go on phrasal verb 1. to continue O 
The staff went on working in spite of the 
fire. © The chairman went on speaking 
for two hours. 2. to work with O The fig- 
ures for 1998 are all he has to go on. O 
We have to go on the assumption that 
sales will not double next year. (NOTE: 
You go on doing something.) 
go out of business phrasal verb to 
stop trading O The firm went out of busi- 
ness last week. 
go public phrasal verb to become a 
public company by placing some of its 
shares for sale on the stock market so 
that anyone can buy them 


go-ahead /'gau ə,hed/ noun o to give 
something the go-ahead to approve 
something or to say that something can be 
done O My project got a government go- 
ahead. O The board refused to give the 
go-ahead to the expansion plan. m adjec- 
tive energetic or keen to do well O He is a 
very go-ahead type. O She works for a go- 
ahead clothing company. 














goal /gəul/ noun something which you 
try to achieve O Our goal is to break even 
within twelve months. O The company 
achieved all its goals. 


godown /'gaudaun/ noun a warehouse 
(in the Far East) 


going /'gourn/ adjective current 


going concern /,gsum kon'ss:n/ 
noun a company that is actively trading 
and making a profit o sold as a going 
concern sold as an actively trading com- 
pany © to sell a business as a going con- 




















cern to sell a business as an actively trad- 
ing company 

going price /,gourn 'prats/ noun the 
usual or current price, the price which is 
being charged now O What is the going 
price for 1975 Volkswagen Beetles? 
going rate /,gourn 'rert/ noun the usu- 
al or current rate of payment O We pay the 
going rate for typists. O The going rate 


for offices is £10 per square metre. 





going to /'gaurn tu/ phrase o to be go- 
ing to do something to be just about to 
start doing something O The firm is going 
to open an office in New York next year. O 
When are you going to answer my letter? 
gold bullion /,gould 'bulion/ noun 
bars of gold 

gold card /'gauld ka:d/ noun a credit 
card issued to important customers, i.e., 
those with a high income, which gives 
certain privileges such as a higher spend- 
ing limit than ordinary credit cards 
golden handcuffs /,gəvld(ə)n 
‘heendkafs/ plural noun a contractual ar- 
rangement to make sure that a valued 
member of staff stays in their job, by 
which they are offered special financial 
advantages if they stay and heavy penal- 
ties if they leave 

golden handshake /,gəuld(ə)n 
‘heendferk/ noun a large, usually tax- 
free, sum of money given to a director 
who retires from a company before the 
end of his or her service contract O The 
retiring director received a golden hand- 
shake of £250,000. 

golden hello /,gauld(a)n ha'lau/ noun 
a cash inducement paid to someone to en- 
courage them to change jobs and move to 
another company 

golden parachute =/,gauld(a)n 
‘perosurt/, golden umbrella 
/,gauld(a)n am'brela/ noun a large, usu- 
ally tax-free sum of money given to an ex- 
ecutive who retires from a company be- 
fore the end of their service contract 
golden share /,gauld(a)n 'fea/ nouna 
share in a privatised company which is re- 
tained by the government and carries spe- 
cial privileges such as the right to veto 
foreign takeover bids 

goldmine /'gəuldmaırn/ noun a mine 
which produces gold o that shop is a lit- 
tle goldmine that shop is a very profitable 
business 
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gold point /‘gauld pomt/ noun an 
amount by which a currency which is 
linked to gold can vary in price 
gold reserves /'gauld r1,z3:vz/ plural 
noun the country’s store of gold kept to 
pay international debts 
gold shares /,gauld 'feəz/ noun 
shares in gold mines 
gold standard /gauld_ 'stændəd/ 
noun an arrangement that links the value 
of a currency to the value of a quantity of 
gold 
gondola /'gondələ/ noun a free-stand- 
ing display in a supermarket which shop- 
pers can walk round 
good /gud/ adjective o a good deal (of) 
a large amount (of) O We wasted a good 
deal of time discussing the arrangements 
for the meeting. O The company had to 
pay a good deal for the building site. O0 a 
good many very many O A good many 
staff members have joined the union. 
good buy /,gud 'bai/ noun a thing 
bought which is worth the money paid for 
it O That watch was a good buy. 
good industrial relations /gud in 
,dastrial rr'letf(9)nz/ plural noun a situ- 
ation where management and employees 
understand each others’ problems and 
work together for the good of the compa- 
ny 
goods /gudz/ plural noun items which 
can be moved and are for sale o goods in 
bond imported goods held by customs 
until duty is paid 
‘...profit margins are lower in the indus- 
tries most exposed to foreign competition 
— machinery, transportation equipment 
and electrical goods’ [Sunday Times] 
‘...the minister wants people buying 
goods ranging from washing machines to 
houses to demand facts on energy costs’ 
[Times] 
goods and chattels /gudz on 
'tfæt(ə)lz/ plural noun moveable person- 
al possessions 
Goods and Services Tax /,gudz on 
'ssivisiz teks/ noun a Canadian tax on 
the sale of goods or the provision of serv- 
ices, similar to VAT. Abbreviation GST 
goods depot /'gudz ,depau/ noun a 
central warehouse where goods can be 
stored until they are moved 
goods train /'gudz trern/ noun a train 
for carrying freight 






































goodwill /gud'wil/ noun 1. good feel- 
ing towards someone O To show goodwill, 
the management increased the terms of 
the offer. 2. the good reputation of a busi- 
ness, which can be calculated as part of a 
company’s asset value, though separate 
from its tangible asset value (the goodwill 
can include the trading reputation, the 
patents, the trade names used, the value of 
a ‘good site’, etc., and is very difficult to 
establish accurately) O He paid £10,000 


for the goodwill of the shop and £4,000 
for the stock. 


COMMENT: Goodwill can include such 
things as the trading reputation, the pat- 
ents, the trade names used and the val- 
ue of a ‘good site’ and is very difficult to 
establish accurately. It is an intangible 
asset, and so is not shown as an asset in 
a company’s accounts, unless it figures 
as part of the purchase price paid when 
acquiring another company. 
gopher /'gəufə/ noun an employee who 
carries out simple menial duties such as 
fetching and carrying things for a manag- 
er or another employee (NOTE: The usual 
US spelling is gofer.) 


go-slow /,gau 'sləu/ noun the slowing 
down of production by workers as a pro- 
test against the management OA series of 
go-slows reduced production. ™@ verb to 
protest against management by working 
slowly 

“...a general price freeze succeeded in 

slowing the growth in consumer prices’ 

[Financial Times] 

“...cash paid for stock: overstocked lines, 

factory seconds, slow sellers’ [Australian 

Financial Review] 

‘...the fall in short-term rates suggests a 

slowing economy’ [Financial Times] 


govern /'gav(a)n/ verb to rule a country 
O The country is governed by a group of 
military leaders. 


governance /'gav(a)nons/ noun the 
philosophy of ruling, whether a country 
or a company 
“...the chairman has committed the cardi- 
nal sin in corporate governance — he acted 
against the wishes and interests of the 
shareholders’ [Investors Chronicle] 
“...in two significant decisions, the Secu- 
rities and Exchange Board of India today 
allowed trading of shares through the In- 
ternet and set a deadline for companies to 
conform to norms for good corporate gov- 
ernance’ [The Hindu] 
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government /'gav(a)nmont/ noun an 
organisation which administers a country 
m adjective coming from the government, 
referring to the government O a govern- 
ment ban on the import of arms O Gov- 
ernment intervention or Intervention by 
the government helped to solve the dis- 
pute. O Government employees can be- 
long to one of two unions. 
governmental = /,gav(a)n'ment(a)I/ 
adjective referring to a government 
government annuity /,gav(o)nmont 
a'njurati/ noun money paid each year by 
the government 

government-backed /,gav(a)nmont 
'bækt/ adjective backed by the govern- 
ment 

government bonds /,gav(a)nmont 
‘bondz/ plural noun bonds or other secu- 
rities issued by the government on a regu- 
lar basis as a method of borrowing money 
for government expenditure 
government contractor 
/,gav(a)nmont kən'træktə/ noun a 
company which supplies the government 
with goods by contract 
government-controlled 
/,gav(a)nmont kon'trauld/ adjective 
under the direct control of the govern- 
ment O Advertisements cannot be placed 
in the government-controlled newspa- 
pers. 

government economic indicators 
/,gav(e)nmont izka,nomik 'Indikeitoz/ 
plural noun statistics which show how the 
country’s economy is going to perform in 
the short or long term 

government loan /,gav(a)nmont 
‘loun/ noun money lent by the govern- 
ment 

government pension 
/,gav(a)nmont 'penfən/ noun a pension 
paid by the state 
government-regulated 
/‘gav(a)ynmont ,regjulertid/ adjective 
regulated by the government 
government sector /,gav(o)nmont 
"sekta/ noun same as public sector 
government securities 
/,gav(a)nmont si'kjuaritiz/ plural noun 
same as government bonds 
government-sponsored 
/‘gav(a)nmont ,sponsəd/ adjective en- 
couraged by the government and backed 
by government money O She is working 


in a government-sponsored scheme to 
help small businesses. 
government stock /,gav(o)nmont 


'stok/ noun same as government 
bonds 
government support 


/,gAv(a)nmont so'po:t/ noun a financial 
help given by the government O The air- 
craft industry relies on government sup- 
port. 

governor /'gav(a)no/ noun 1. a person 
in charge of an important institution 2. 
US one of the members of the Federal Re- 
serve Board 

Governor of the Bank of England 
/,gav(a)na av 0a ,benk ov 'ıyglənd/ 
noun a person (nominated by the British 
government) who is in charge of the Bank 
of England (NOTE: The US term is Chair- 
man of the Federal Reserve Board.) 
grace /greis/ noun a favour shown by 
granting a delay O to give a creditor a pe- 
riod of grace or two weeks’ grace 
grade /greid/ noun a level or rank © to 
reach the top grade in the civil service Wm 
verb 1. to sort something into different 
levels of quality O to grade coal O He got 
good grades in college. 2. to make some- 
thing rise in steps according to quantity 
graded advertising rates rates which be- 
come cheaper as you take more advertis- 
ing space 

graded hotel /,greidid hau'tel/ noun 
a good-quality hotel 

graded tax / greidid 'tæks/ noun US 
1. a tax which rises according to income 
2. a tax on property which is higher if the 
property has not been kept in a good state 
by the owner 

gradual /'græd3uəl/ adjective slow and 
steady O The company saw a gradual re- 
turn to profits. O Her CV describes her 
gradual rise to the position of company 
chairman. 

gradually /‘gredzuoli/ adverb slowly 
and steadily O The company has gradual- 
ly become more profitable. O She gradu- 
ally learnt the details of the import-export 
business. 

graduate noun /'gred3ust/ a person 
who has obtained a degree m verb 
/'grzed3u,elt/to get a degree O She grad- 
uated from Edinburgh university last year. 
graduated /'gredzueitid/ adjective 
changing in small regular stages 
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graduated income tax 
/,gred3ueitid 'inkam tæks/ noun a tax 
which rises in steps, each level of income 
being taxed at a higher percentage 


graduated pension scheme 
/,greed3ueitid 'penfon ski:m/ noun a 
pension scheme where the benefit is cal- 
culated as a percentage of the salary of 
each person in the scheme 


graduated taxation /,gred3uertid 
tek'serf(a)n/ noun a tax system where 
the percentage of tax paid rises as the in- 
come rises 

graduate entry /‘gredzust ,entri/ 
noun the entry of graduates into employ- 
ment with a company O the graduate en- 
try into the civil service 


graduate trainee /,gredzuot trer 
'ni:/ noun a person in a graduate training 
scheme 


graduate training scheme 
/,greed3uot 'treriny ski:m/ noun a train- 
ing scheme for graduates 


gram /græm/, gramme /græm/ noun a 
measure of weight (one thousandth of a 
kilo) O First-class postage for letters is 
26p for the first 20 grams. (NOTE: Usually 
written g or gm with figures: 25g.) 


grand /grænd/ adjective important 
grand plan or grand strategy a major 
plan O They explained their grand plan 
for redeveloping the factory site. m noun 
one thousand pounds or dollars (informal) 
O They offered him fifty grand for the in- 
formation. O She’s earning fifty grand 
plus car and expenses. 


grand total /,grzend 'təut(ə)l/ noun 


the final total made by adding several sub- 
totals 














grant /gra:nt/ noun money given by the 
government to help pay for something O 
The laboratory has a government grant to 
cover the cost of the development pro- 
gramme. O The government has allocated 
grants towards the costs of the scheme. m 
verb to agree to give someone something 
O to grant someone a loan or a subsidy O 
to grant someone three weeks’ leave of 
absence O The local authority granted the 
company an interest-free loan to start up 
the new factory. 

“...the budget grants a tax exemption for 

$500,000 in capital gains’ [Toronto Star] 


grant-aided scheme /,gra:nt 'erdid 
skizm/ noun a scheme which is funded by 
a government grant 

grapevine /‘gretpvain/ noun an unof- 
ficial communications network in an or- 
ganisation O J heard on the grapevine that 
the managing director has been sacked. 


graph /gra:f/ noun a diagram which 
shows the relationship between two sets 
of quantities or values, each of which is 
represented on an axis O A graph was 
used to show salary increases in relation 
to increases in output. O According to the 
graph, as average salaries have risen so 
has absenteeism. O We need to set out the 
results of the questionnaire in a graph. 
gratia » ex gratia 

gratis /'grætıs/ adverb free or not cost- 
ing anything O We got into the exhibition 
gratis. 

gratuity /gra'tjurtti/ noun a tip, money 
given to someone who has helped you O 
The staff are instructed not to accept gra- 
tuities. 


great /greit/ adjective large o a great 
deal of very much O He made a great 
deal of money on the Stock Exchange. O 
There is a great deal of work to be done 
before the company can be made really 
profitable. 


Great Depression /greit dr 
‘pref(9)n/ noun the world economic cri- 
sis of 1929-33 
greenback /'griinbæk/ noun US a dol- 
lar bill (informal) 
‘...gold’s drop this year is of the same 
magnitude as the greenback’s 8.5% rise’ 
[Business Week] 
green card /'gri:n ka:d/ noun 1. a spe- 
cial British insurance certificate to prove 
that a car is insured for travel abroad 2. an 
identity card and work permit for a person 
going to live in the USA 


green currency /,grimn 'kKaronsi:/ 
noun formerly, a currency used in the EU 
for calculating agricultural payments. 
Each country had an exchange rate fixed 
by the Commission, so there were ‘green 
pounds’, ‘green francs’, ‘green marks’, 
etc. 

greenfield site /'gri:nfi:ld sart/ noun 
a site for a factory which is in the country, 
and not surrounded by other buildings. 
Compare brownfield site 
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greenmail /‘gri:znmetl/ noun the prac- 
tice of making a profit by buying a large 
number of shares in a company, threaten- 
ing to take the company over, and then 
selling the shares back to the company at 
a higher price 
“...he proposes that there should be a limit 
on greenmail, perhaps permitting payment 
of a 20% premium on a maximum of 8% 
of the stock’ [Duns Business Month] 


Green Paper /gri:n 'perpo/ noun a re- 
port from the British government on pro- 
posals for a new law to be discussed in 
Parliament. Compare White Paper 


green pound /‘gri:n 'paund/ noun a 
value for the British pound used in calcu- 
lating agricultural prices and subsidies in 
the EU 


grey market /'grer ,ma:kıt/ noun an 
unofficial market run by dealers, where 
new issues of shares are bought and sold 
before they officially become available 
for trading on the Stock Exchange even 
before the share allocations are known 


grid /grid/ noun a system of numbered 
squares 


grid structure /‘grid ,straktfa/ noun 
a structure based on a grid 


grievance /'gri:v(ə)ns/ noun a com- 
plaint made by an employee or trade un- 
ion to the management 
‘ACAS has a legal obligation to try and re- 
solve industrial grievances before they 
reach industrial tribunals’ [Personnel To- 
day] 
grievance procedure /'gri:v(ə)ns 
pro,sizd30/ noun a way of presenting and 
settling complaints from a trade union to 
the management 


gross /graus/ noun twelve dozen (144) 
O He ordered four gross of pens. (NOTE: 
no plural) m adjective total, with no de- 
ductions m@ adverb with no deductions O 
My salary is paid gross. ™@ verb to make 
as a gross profit or earn as gross income O 
The group grossed £25m in 1999. 
“...gross wool receipts for the selling sea- 
son to end June appear likely to top $2 bil- 
lion’ [Australian Financial Review] 


gross domestic product /graus də 
,mestık 'prodakt/ noun the annual value 
of goods sold and services paid for inside 
a country. Abbreviation GDP 


gross earnings /,grous 'sinıyz/ plu- 
ral noun total earnings before tax and oth- 
er deductions 

gross income /graus 'nkam/ noun a 
salary before tax is deducted 

gross margin /grous 'ma:d3m/ noun 
the percentage difference between the re- 
ceived price and the unit manufacturing 
cost or purchase price of goods for resale. 
Abbreviation GM 

gross national product /grous 
neJ(a)nol 'prodakt/ noun the annual 
value of goods and services in a country 
including income from other countries. 
Abbreviation GNP 

gross negligence /,\graus 
‘neglidzans/ noun the act of showing 
very serious neglect of duty towards other 
people 

gross profit /grous 'profit/ noun a 
profit calculated as sales income less the 
cost of the goods sold, i.e. without de- 
ducting any other expenses 

gross receipts /,grous ri'si:ts/ plural 
noun the total amount of money received 
before expenses are deducted 

gross salary /,graus 'szlori/ noun a 
salary before tax is deducted 

gross sales /,graus 'serlz/ plural noun 
money received from sales before deduc- 
tions for goods returned, special dis- 
counts, etc. O Gross sales are impressive 
since many buyers seem to be ordering 
more than they will eventually need. 
gross tonnage /,graus 'tanid3/ noun 
the total amount of space in a ship 
gross turnover /graus 't3:nouve/ 
noun the total turnover including VAT 
and discounts 

gross weight /,grous 'wert/ noun the 
weight of both the container and its con- 
tents 

gross yield /,graus 'ji:ld/ noun a prof- 
it from investments before tax is deducted 
ground floor /,graund 'flo:/ noun a 
floor (in a shop or office) which is level 
with the ground O he has a ground-floor 
office O The men’s department is on the 
ground floor. 

ground landlord /'graund lendlo:d/ 
noun a person or company that owns the 
freehold of a property which is then let 
and sublet O Our ground landlord is an 
insurance company. 
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ground lease /'graund li:s/ noun the 
first lease on a freehold building 


ground rent /'graund rent/ noun a 
rent paid by the main tenant to the ground 
landlord 


grounds /graundz/ plural noun basic 
reasons O Does she have good grounds 
for complaint? O There are no grounds on 
which we can be sued. O What are the 
grounds for the demand for a pay rise? 
ground transportation /'graund 
treenspo:,terf(a)n/ noun the means of 
transport available to take passengers 
from an airport to the town, e.g. buses, 
taxis, or trains 

group /gru:p/ noun 1. several things or 
people together O A group of managers 
has sent a memo to the chairman com- 
plaining about noise in the office. O The 
respondents were interviewed in groups 
of three or four, and then singly. 2. several 
companies linked together in the same or- 
ganisation O the group chairman or the 
chairman of the group O group turnover 
or turnover for the group O the Granada 
Group @ verb o to group together to put 
several items together O Sales from six 
different agencies are grouped together 
under the heading ‘European sales’. 
group accounts /,gru:p o'kauntz/ 
noun accounts for a holding company and 
its subsidiaries 

group insurance /,gru:p in'fusrans/ 
noun an insurance scheme where a group 
of employees is covered by one policy 
Group of Eight /,gru:p ov 'ert/ noun 
the G7 expanded to include Russia. Ab- 
breviation G8 

Group of Five /,gru:p əv 'farv/ noun 
acentral group of major industrial nations 
(France, Germany, Japan, the UK and the 
US), now expanded to form the G7. Ab- 
breviation G5 

Group of Seven /,gru:p ov 'sev(ə)n/ 
noun a central group of major industrial 
nations (Canada, France, Germany, Italy, 
Japan, the UK and the US) who meet reg- 
ularly to discuss problems of internation- 
al trade and finance. Abbreviation G7 
Group of Ten /,gru:p ov 'ten/ noun 
the major world economic powers work- 
ing within the framework of the IMF: 
Belgium, Canada, France, Germany, Ita- 
ly, Japan, Netherlands, Sweden, the Unit- 
ed Kingdom and the United States. There 














are in fact now eleven members, since 
Switzerland has joined the original ten. It 
is also called the ‘Paris Club’, since its 
first meeting was in Paris. Abbreviation 
G10 
group results /,gru:p ri'zalts/ plural 
noun the results of a group of companies 
taken together 
groupthink /'gru:p81nk/ noun a type 
of faulty thinking that can affect people 
who are working together to make deci- 
sions or solve problems. It occurs when 
people’s eagerness to reach agreement 
with each other is stronger than their need 
to deal fully with the complexities of the 
problem, so the result is often an unsatis- 
factory compromise. 
group tool /,gru:p 'tu:l/ noun an elec- 
tronic tool, e.g. videoconferencing or e- 
mail, that makes it possible for people 
based in different locations to work to- 
gether on a project 
grow /grau/ verb 1. to become larger O 
The company has grown from a small re- 
pair shop to a multinational electronics 
business. O Turnover is growing at a rate 
of 15% per annum. O The computer in- 
dustry grew very rapidly in the 1980s. 
(NOTE: growing — grew — has grown) 2. 
to cause something such as a business to 
develop or expand 

‘...the thrift had grown from $4.7 million 

in assets to $1.5 billion’ [Barrons] 
growth /grav8/ noun 1. the fact of be- 
coming larger or increasing 0 the compa- 
ny is aiming for growth the company is 
aiming to expand rapidly 2. the second 
stage in a product life cycle, following the 
launch, when demand for the product in- 
creases rapidly 

“...a general price freeze succeeded in 

slowing the growth in consumer prices’ 

[Financial Times] 

“...growth in demand is still coming from 

the private rather than the public sector’ 

[Lloyd’s List] 

“...population growth in the south-west is 

again reflected by the level of rental val- 

ues’ [Lloyd’s List] 
growth area /'grauv8 ,earia/ noun an 
area where sales are increasing rapidly 
growth index /‘grau0 ,indeks/ noun 
an index showing how something has 
grown 
growth industry /‘grov0 ,indostri/ 
noun an industry that is expanding or has 
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the potential to expand faster than other 
industries 
growth rate /'grav0 reit/ noun the 
speed at which something grows 
growth share /'grau8 fea/ noun a 
share which people think is likely to rise 
in value 
GST abbr Goods and Services Tax 
“...because the GST is applied only to fees 
for brokerage and appraisal services, the 
new tax does not appreciably increase the 
price of a resale home’ [Toronto 
Globe & Mail] 
guarantee /,gzron'ti:/ noun 1. a legal 
document in which the producer agrees to 
compensate the buyer if the product is 
faulty or becomes faulty before a specific 
date after purchase O a certificate of 
guarantee or a guarantee certificate O 
The guarantee lasts for two years. O It is 
sold with a twelve-month guarantee. 
the car is still under guarantee the car is 
still covered by the maker’s guarantee 2. a 
promise that someone will pay another 
person’s debts o to go guarantee for 
someone to act as security for someone’s 
debts 3. something given as a security O 
to leave share certificates as a guarantee 
m verb 1. to give a promise that some- 
thing will happen o to guarantee a debt 
to promise that you will pay a debt made 
by someone else o to guarantee an asso- 
ciate company to promise that an associ- 
ate company will pay its debts o to guar- 
antee a bill of exchange to promise that 
the bill will be paid 2. o the product is 
guaranteed for twelve months the man- 
ufacturer says that the product will work 
well for twelve months, and will mend it 
free of charge if it breaks down 
guaranteed minimum wage 
/ gærəntiid ,mınıməm ‘'werd3/ noun 
the lowest wage which is legally guaran- 










































































teed to workers (no employer can pay a 
worker less than this wage) 


guarantor /,gzron'to:/ noun a person 
who promises to pay someone’s debts O 
She stood guarantor for her brother. 
guess /ges/ noun a calculation made 
without any real information O The fore- 
cast of sales is only a guess. o an in- 
formed guess a guess which is based on 
some information o it is anyone’s guess 
no one really knows what is the right an- 
swer E verb o to guess (at) something to 
try to calculate something without any in- 
formation O They could only guess at the 
total loss. O The sales director tried to 
guess the turnover of the Far East divi- 
sion. 


guesstimate /'gestimot/ noun a 
rough calculation (informal) 


guideline /'gatdlatn/ noun an unoffi- 
cial suggestion from the government as to 
how something should be done O The 
government has issued guidelines on in- 
creases in salaries and prices. O The in- 
crease in retail price goes against the 
government guidelines. 


guild /gtld/ noun an association of mer- 
chants or shopkeepers O a trade guild O 
the guild of master bakers 


guilder /'gıldə/ noun a unit of currency 
used before the euro in the Netherlands. 
Also called florin (NOTE: Usually written 
fl before or after figures: f125, 25fl.) 
“...the shares, which eased 1.10 guilders to 
f149.80 earlier in the session, were sus- 
pended during the final hour of trading’ 
[Wall Street Journal] 
guilty /'gilti/ adjective referring to a 
person who has done something wrong O 
He was found guilty of libel. O The com- 
pany was guilty of not reporting the sales 
to the auditors. 
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ha abbr hectare 
haggle /‘hzg(a)I/ verb to discuss prices 
and terms and try to reduce them O to 
haggle about or over the details of a con- 
tract O After two days’ haggling the con- 
tract was signed. 
half /ha:f/ noun one of two equal parts 
into which something is divided O The 
first half of the agreement is acceptable. 
we share the profits half and half we 
share the profits equally m adjective di- 
vided into two parts o to sell goods off at 
half price at 50% of the price for which 
they were sold before 
“...economists believe the economy is 
picking up this quarter and will do better in 
the second half of the year 
[Sunday Times] 
half a dozen /,ha:f 9 'daz(9)n/ noun 
Six 
half a per cent /,ha:f ə pa 'sent/ noun 
0.5% 
half-dollar /,ha:f 'dola/ noun US fifty 
cents 
half fare /,ha:f 'fea/ noun a half-price 
ticket for a child 
half-price /,ha:f 'prars/ noun a sale of 
all goods at half the price 
half-price sale /ha:f prars 'serl/ 
noun a sale of items at half the usual price 
half-year /,ha:f 'jiə/ noun six months 
of an accounting period o to announce 
the results for the half-year to June 
30th, the first half-year’s results results 
for the period January 1st to June 30th O 
We look forward to improvements in the 
second half-year. 
half-yearly /,ha:f 'jroli/ adjective hap- 
pening every six months, or referring to a 
period of six months O half-yearly ac- 
counts O half-yearly payment © half- 
yearly statement O a half-yearly meeting 






































m adverb every six months O We pay the 
account half-yearly. 
hallmark /‘ho:lma:k/ noun a mark put 
on gold or silver items to show that the 
metal is of the correct quality E verb to 
put a hallmark on a piece of gold or silver 
O a hallmarked spoon 
hammer /'hemo/ noun o to go under 
the hammer to be sold by auction o all 
the stock went under the hammer all 
the stock was sold by auction m verb 1. to 
hit hard o to hammer the competition to 
attack and defeat the competition o to 
hammer prices to reduce prices sharply 
2. to remove a business from the Stock 
Exchange because it has failed 
hammer out phrasal verb n to ham- 
mer out an agreement to agree some- 
thing after long and difficult 
negotiations O The contract was finally 
hammered out. 
hammered /'hæməd/ adjective o they 
were hammered (on the London Stock 
Exchange) the firm was removed from 
the Stock Exchange because it had failed 
“...one of Britain’s largest independent 
stockbrokers was hammered by the Stock 
Exchange yesterday, putting it out of busi- 
ness for good. The hammering leaves all 
clients of the firm in the dark about the val- 
ue of their investments and the future of 
uncompleted financing deals’ [Guardian] 
hammering /hemorin/ noun 1. a 
beating or severe losses o the company 
took a hammering in Europe the com- 
pany had large losses in Europe or lost 
parts of its European markets o we gave 
them a hammering we beat them com- 
mercially 2. (on the London Stock Ex- 
change) an announcement of the removal 
of a member firm because it has failed 
hand /hend/ noun 1. o by hand using 
the hands, not a machine O These shoes 
are made by hand. o to send a letter by 
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hand to ask someone to carry and deliver 
a letter personally, not sending it through 
the post 2. o in hand kept in reserve O we 
have £10,000 in hand a work in hand 
work which is in progress but not finished 
3. o goods left on hand unsold goods left 
with the retailer or manufacturer O They 
were left with half the stock on their 
hands. 4. 0 to hand here or present o I 
have the invoice to hand I have the in- 
voice in front of me 5. a worker O to take 
on ten more hands 
hand in phrasal verb to deliver a letter 
by hand o he handed in his notice or 
resignation he resigned 
hand over phrasal verb to pass some- 
thing to someone O She handed over the 
documents to the lawyer. o she handed 
over to her deputy she passed her re- 
sponsibilities to her deputy 
handbill /‘hendb1l/ noun a sheet of 
printed paper handed out to members of 
the public as an advertisement 
handbook /'hændbuk/ noun a book 
which gives instructions on how to use 
something O The handbook does not say 
how you open the photocopier. 
handle /'hænd(ə)l/ verb 1. to deal with 
something or to organise something O 
The accounts department handles all the 
cash. O We can handle orders for up to 
15,000 units. O They handle all our over- 
seas orders. 2. to sell or to trade in a type 
of product O We do not handle foreign 
cars. O They will not handle goods pro- 
duced by other firms. 
handling /‘hendl1/ noun 1. the mov- 
ing of something by hand 2. dealing with 
something 
“...shipping companies continue to bear 
the extra financial burden of cargo han- 
dling operations at the ports’ [Business 
Times (Lagos)] 
handling charge /‘hendlin tfazd3/ 
noun money to be paid for packing, in- 
voicing and dealing with goods which are 
being shipped 
handmade /‘hendmeid/ adjective 
made by hand, not by machine O He 
writes all his letters on handmade paper. 
hand-operated /,hend 'pporertid/ 
adjective worked by hand, not automati- 
cally O a hand-operated machine 
handout /‘hendaut/ noun 1. a free gift, 
especially of money O The company ex- 
ists on handouts from the government. 2. 






















































































money paid to help someone in difficul- 
ties 

handover /'hændəuvə/ noun the pass- 
ing of responsibilities to someone else O 
The handover from the old chairman to 
the new went very smoothly. O When the 
ownership of a company changes, the 
handover period is always difficult. O 
There was a smooth handover to the new 
management team. 


hands-on /,hendz 'pn/ adjective in- 
volving direct contact with the working of 
a system or organisation O We need a 
hands-on manager who will supervise op- 
erations closely. O More hands-on man- 
agement means we will have to increase 
the technical input in our management 
training schemes. 
handwritten /,hand'rit(a)n/ adjective 
written by hand, not typed O It is more 
professional to send in a typed rather than 
a handwritten letter of application. 
handy /‘hzendi/ adjective useful or con- 
venient O They are sold in handy-sized 
packs. O This small case is handy for use 
when travelling. 
hang on phrasal verb to wait (while 
phoning) O Jf you hang on a moment, 
the chairman will be off the other line 
soon. 
hang up phrasal verb to stop a tele- 
phone conversation by putting the tele- 
phone back on its hook O When I asked 
him about the unpaid invoice, he hung 
up. 
happen /'hæpən/ verb to take place by 
chance O The contract happened to arrive 
when the managing director was away on 
holiday. O He happened to be in the shop 
when the customer placed the order. 
what has happened to? what went 
wrong with? what is the matter with? 
where is? O What has happened to that 
order for Japan? 
harass /'hærəs, ho'res/ verb to worry 
or to bother someone, especially by con- 
tinually checking on them or making sex- 
ual approaches 
harbour /‘ha:ba/ noun a port, place 
where ships come to load or unload 
(NOTE: The US spelling is harbor.) 
harbour dues /‘harba dju:z/ noun 
payment which a ship makes to the har- 
bour authorities for the right to use a har- 
bour 
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harbour installations /,ha:bo ,msto 
‘lerf(a)ns/ noun the buildings or equip- 
ment in a harbour 


hard /ha:d/ adjective 1. strong, not 
weak o to take a hard line in trade un- 
ion negotiations to refuse to compromise 
with the other side 2. difficult O It is hard 
to get good people to work on low sala- 
ries. 3. solid 4. o after weeks of hard 
bargaining after weeks of difficult dis- 
cussions ™ adverb with a lot of effort O 
The sales team sold the new product 
range hard into the supermarkets. O If all 
the workforce works hard, the order 
should be completed on time. 

“...few of the paper millionaires sold out 

and transformed themselves into hard cash 

millionaires’ [Investors Chronicle] 


hard bargain /,ha:d 'ba:gin/ noun a 
bargain with difficult terms o to drive a 
hard bargain to be a difficult negotiator 
to strike a hard bargain to agree a deal 
where the terms are favourable to you 


hard cash /,ha:d 'kæf/ noun money in 
notes and coins, as opposed to cheques or 
credit cards 

hard copy /,ha:d 'kppi/ noun a print- 
out of a text which is on a computer 
hard currency /ha:d 'karonsi/ noun 
the currency of a country which has a 
strong economy, and which can be 
changed into other currencies easily O to 
pay for imports in hard currency O to sell 
raw materials to earn hard currency Also 
called scarce currency. Opposite soft 
currency 


hard disk /,ha:d 'disk/ noun a compu- 

ter disk which has a sealed case and can 

store large quantities of information 
‘...hard disks help computers function 
more speedily and allow them to store 
more information’ [Australian Financial 
Review] 

hard drive /‘ha:d drarv/ noun same as 

hard disk 


harden /‘ha:d(a)n/ verb to become 
more fixed or more inflexible O The un- 
ion’s attitude to the management has 
hardened since the lockout. o prices are 
hardening prices are settling at a higher 
price 

hardening /'ha:d(ə)nıy/ adjective 1. 
(of a market) slowly moving upwards o a 
hardening of prices prices which are be- 










































































coming settled at a higher level 2. (of pric- 
es) becoming settled at a higher level 
hard market /,ha:d 'markit/ noun a 
market which is strong and not likely to 
fall 

hardness /‘ha:dnas/ noun o hardness 
of the market the state of the market 
when it is strong and not likely to fall 
hard sell /,ha:d 'sel/ noun o to give a 
product the hard sell to make great ef- 
forts to persuade people to buy a product 
he tried to give me the hard sell he put 
a lot of effort into trying to make me buy 
hard selling /,ha:d 'selty/ noun the act 
of selling by using great efforts O A lot of 
hard selling went into that deal. 
hardware /'ha:dwes/ noun 1. ma- 
chines used in data processing, including 
the computers and printers, but not the 
programs 2. solid goods for use in the 
house, e.g. frying pans or hammers O a 
hardware shop 

harm /ha:m/ noun damage done O The 
recession has done a lot of harm to export 
sales. @ verb to damage O The bad pub- 
licity has harmed the company’s reputa- 
tion. 

hatchet man /‘het Jit mzen/ nouna re- 
cently appointed manager, whose job is to 
make staff redundant and reduce expend- 
iture (informal) 

haul /ho:/ noun a distance travelled 
with a load of cargo O It is a long haul 






































from Birmingham to Athens. 


haulage /‘ho:l1d3/ noun the cost of 
transporting goods by road O Haulage is 
increasing by 5% per annum. 

haulage contractor /‘ho:lid3 kon 
,treekto/ noun a company which trans- 
ports goods by contract 

haulage costs /‘ho:lid3 kposts/ noun 
the cost or rates of transporting goods by 
road 

haulage firm /‘ho:lid3 fs:m/ noun 
company which transports goods by road 
hawk /ho:k/ verb to sell goods from 
door to door or in the street o to hawk 
something round to take a product, an 
idea or a project to various companies to 
see if one will accept it O He hawked his 
idea for a plastic car body round all the 
major car constructors. 

hawker /'ho:ka/ noun a person who 
sells goods from door to door or in the 
street 
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hazard /'hæzəd/ noun a danger 


hazardous substance /,hzezaodos 
'sabstəns/ noun any substance that could 
be dangerous to people in the workplace, 
e.g. a poisonous raw material, fumes or 
by-product from a production process. 
Employers have a duty to assess the risks 
from hazardous substances to their staff 
and customers, and to ensure that no one 
is exposed to danger. 


head /hed/ noun 1. the most important 
person 2. a person O Representatives cost 
on average £25,000 per head per annum. 
3. the top part or first part O Write the 
name of the company at the head of the 
list. m adjective most important or main O 
Ask the head waiter for a table. m verb 1. 
to be the manager, to be the most impor- 
tant person O We are looking for someone 
to head our sales department. O He is 
heading a buying mission to China. 2. to 
be first O The two largest oil companies 
head the list of stock market results. 
head for phrasal verb to go towards 
the company is heading for disaster 
the company is going to collapse 
head up phrasal verb to be in charge of 
O He has been appointed to head up our 
European organisation. 
“...reporting to the deputy managing di- 
rector, the successful candidate will be re- 
sponsible for heading up a team which 
provides a full personnel service’ [Times] 


head buyer / hed 'barə/ noun the most 
important buyer in a store 

headed paper /,hedid 'perpa/ noun 
notepaper with the name of the company 
and its address printed on it (NOTE: The 
US term is letterhead.) 


headhunt /‘hedhant/ verb to look for 
managers and offer them jobs in other 
companies o she was headhunted she 
was approached by a headhunter and of- 
fered a new job 


headhunter /‘hedhanta/ noun a per- 
son or company whose job is to find suit- 
able top managers to fill jobs in compa- 
nies 

heading /‘hedin/ noun the words at the 
top of a piece of text O Items are listed un- 
der several headings. © Look at the figure 
under the heading ‘Costs 2001-02’. 


headlease /hedli:s/ noun a lease from 
the freehold owner to a tenant 


























headline inflation rate /,hedlam in 
'flerf(ə)n ,rert/ noun a British inflation 
figure which includes items such as mort- 
gage interest and local taxes, which are 
not included in the inflation figures for 
other countries. Compare underlying in- 
flation rate 


head of department /,hed ov di 
‘pa:tmont/ noun a person in charge of a 
department 

head office /,hed 'pf1s/ noun an office 
building where the board of directors 
works and meets 


headquarters /hed'kwo:tez/ plural 
noun the main office, where the board of 
directors meets and works O The compa- 
ny’s headquarters are in New York. a to 
reduce headquarters staff to have fewer 
people working in the main office. Abbre- 
viation HQ 

heads of agreement /,hedz ov ə 
‘grizmont/ plural noun a draft agreement 
with not all the details complete 


health /hel0/ noun o to give a company 
a clean bill of health to report that a com- 
pany is trading profitably 
“,..the main US banks have been forced to 
pull back from international lending as 
nervousness continues about their finan- 
cial health’ [Financial Times] 
‘...financial health, along with a dose of 
independence, has largely sheltered Ja- 
pan’s pharmaceutical companies from a 
global wave of consolidation. Those as- 
sets, however, are expected to soon lure 
foreign suitors too powerful to resist’ 
[Nikkei Weekly] 
health and safety /,helO on 'serfti/ 
noun the area of policy and legislation 
that deals with the physical well-being of 
people in the workplace. Employers have 
a legal duty to ensure that the working en- 
vironment and working practices are safe 
and that the health of their employees is 
not harmed by the work that they do. In 
the United Kingdom, health and safety is 
co-ordinated by the Health and Safety Ex- 
ecutive. (NOTE: Health and safety within 
an organisation is often co-ordinated by 
a particular person, but it is the respon- 
sibility of all employees.) 
Health and Safety at Work Act 
(1974) /,helO on serfti ot 'watk ekt/ 
noun an Act of Parliament which rules 
how the health of employees should be 
protected by the companies they work for 
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health insurance /‘hel0 m,fusrons/ 
noun insurance which pays the cost of 
treatment for illness, especially when 
travelling abroad 


healthy /'helði/ adjective o a healthy 
balance sheet balance sheet which shows 
a good profit 0 the company made some 
very healthy profits, a very healthy 
profit made a large profit 


heavily /‘hevili/ adverb n he is heavily 
in debt he has many debts o they are 
heavily into property they have large in- 
vestments in property o the company 
has had to borrow heavily to repay its 
debts the company has had to borrow 
large sums of money 

“...the steel company had spent heavily on 

new equipment’ [Fortune] 


heavy /‘hevi/ adjective 1. large or in 
large quantities O a programme of heavy 
investment overseas O He suffered heavy 
losses on the Stock Exchange. O The gov- 
ernment imposed a heavy tax on luxury 
goods. 0 heavy costs or heavy expendi- 
ture large sums of money that have to be 
spent 2. which weighs a lot O The Post 
Office refused to handle the package be- 
cause it was too heavy. 3. referring to a 
share which has such a high price that 
small investors are reluctant to buy it (in 
which case the company may decide to 
split the shares so as to make them more 
attractive: in the UK, a share price of 
£10.00 is considered ‘heavy’, though 
many shares have higher prices than this) 
‘...heavy selling sent many blue chips 
tumbling in Tokyo yesterday’ [Financial 
Times] 


heavy equipment /,hevi 1 
‘kwipmont/ noun large machines, such 
as for making cars or for printing 

heavy goods vehicle (HGV) /,hevi 
'gudz ,virtk(9)I/ noun a large lorry used 
for carrying big loads 

heavy industry /,hevi 'mdastri/ noun 
an industry which deals in heavy raw ma- 
terials such as coal or makes large prod- 
ucts such as ships or engines 

heavy lorry /,hevi 'Ipri/ noun a very 
large lorry which carries heavy loads 
heavy machinery /,hevi mo'fi:nori/ 
noun large machines 

hectare /‘hektea/ noun a measurement 
of area of land (= 2.47 acres) 










































































hedge /hed3/ noun a protection against 
a possible loss, which involves taking an 
action which is the opposite of an action 
taken earlier o a hedge against inflation 
investment which should increase in val- 
ue more than the increase in the rate of in- 
flation O He bought gold as a hedge 
against exchange losses. @ verb to protect 
against the risk of a loss o to hedge your 
bets to make investments in several areas 
so as to be protected against loss in one of 
them o to hedge against inflation to buy 
investments which will rise in value faster 
than the increase in the rate of inflation 


“,..during the 1970s commercial property 
was regarded by investors as an alternative 
to equities, with many of the same infla- 
tion-hedge qualities’ [Investors Chroni- 
cle] 

“...the move saved it from having to pay 
its creditors an estimated $270 million 
owed in connection with hedge contracts 
which began working against the company 
when the price of gold rose unexpectedly 
during September’ [Business in Africa] 


hedging /‘hed31m/ noun the act of buy- 
ing investments at a fixed price for deliv- 
ery later, so as to protect against possible 
loss 

height /hart/ noun 1. a measurement of 
how tall or high something is O What is 
the height of the desk from the floor? O He 
measured the height of the room from 






































floor to ceiling. 2. highest point O It is dif- 
ficult to find hotel rooms at the height of 


the tourist season. 


heir /eə/ noun a person who will receive 
property when someone dies O His heirs 
split the estate between them. 


heiress /'eores/ noun a female heir 


help /help/ noun a thing which makes it 
easy to do something O The company was 
set up with financial help from the gov- 
ernment. O Her assistant is not much help 
— he can’t type or drive. W verb to make it 
easy for something to be done O the com- 
puter helps in the rapid processing of or- 
ders or helps us to process orders rapidly 
O He helped the salesman carry his case 
of samples. O The government helps ex- 
porting companies with easy credit. 
(NOTE: You help someone or something 
to do something.) 


hereafter /hror'a:fto/ adverb from this 
time on 
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hereby /hia'bat/ adverb in this way, by 
this letter O We hereby revoke the agree- 
ment of January Ist 1982. 
hereditament /herr'ditamont/ noun a 
property, including land and buildings 
herewith /hrə'w1ð/ adverb together 
with this letter O Please find the cheque 
enclosed herewith. 


hesitate /‘hezitert/ verb not to be sure 
what to do next O The company is hesitat- 
ing about starting up anew computer fac- 
tory. O She hesitated for some time before 
accepting the job. 

HGV abbr heavy goods vehicle 

hidden /'hıd(ə)n/ adjective not possible 
to see o hidden defect in the program 
defect which was not noticed when the 
program was tested 

hidden asset /,hid(a)n 'æset/ noun an 
asset which is valued much less in the 
company’s accounts than its true market 
value 

hidden economy /hid(o)n_ 1 
'kpnomi/ noun same as black economy 
hidden reserves /,hid(a)n ri'z3:vz/ 
plural nounreserves which are not easy to 
identify in the company’s balance sheet. 
Reserves which are illegally kept hidden 
are called ‘secret reserves’. 
hierarchical /hato'ra:kik(a)l/ adjec- 
tive referring to an organisation which has 
several levels O The company has a very 
traditional hierarchical structure. 
hierarchy /‘harora:ki/ noun an organi- 
sational structure with several levels of 
responsibility or authority O At the bot- 
tom of the hierarchy are the unskilled 
workers. 

high /hat/ adjective 1. large, not low O 
High overhead costs increase the unit 
price. O High prices put customers off. O 
They are budgeting for a high level of ex- 
penditure. O High interest rates are crip- 
pling small businesses. o high sales a 
large amount of revenue produced by 
sales o high taxation taxation which im- 
poses large taxes on incomes or profits 
highest tax bracket the group which 
pays the most tax o high volume (of 
sales) a large number of items sold 2. 
the highest bidder the person who offers 
the most money at an auction O The ten- 
der will be awarded to the highest bidder. 
O The property was sold to the highest 
bidder. @ adverb o prices are running 
















































































high prices are above their usual level m 
noun a point where prices or sales are 
very large O Prices have dropped by 10% 
since the high of January 2nd. o highs 
and lows on the Stock Exchange a list of 
shares which have reached a new high or 
low price in the previous day’s trading 
sales volume has reached an all-time 
high the sales volume has reached the 
highest point it has ever been at 
“American interest rates remain exception- 
ally high in relation to likely inflation 
rates’ [Sunday Times] 
“...faster economic growth would tend to 
push US interest rates, and therefore the 
dollar, higher’ [Australian Financial Re- 
view | 
“...1n a leveraged buyout the acquirer rais- 
es money by selling high-yielding deben- 
tures to private investors’ [Fortune] 
high concept /,har 'konsept/ noun an 
important and persuasive idea expressed 
clearly and in few words 
high finance /,har 'faınæns/ noun the 
lending, investing and borrowing of very 
large sums of money organised by finan- 
ciers 
high flier /,har 'flarə/ noun 1. a person 
who is very successful or who is likely to 
rise to a very important position 2. a share 
whose market price is rising rapidly 
high-grade /‘har greid/ adjective of 
very good quality O high-grade petrol 
high-grade trade delegation a delega- 
tion made up of very important people 
“...the accepted wisdom built upon for 
well over 100 years that government and 
high-grade corporate bonds were almost 
riskless’ [Forbes Magazine] 
high-income /,har 'nkam/ adjective 
giving a large income O high-income 
shares O a high-income portfolio 
high-level /‘har ,lev(a)l/ adjective very 
important o high-level decision a deci- 
sion taken by the most important person 
or group 
high-level language /,har_,lev(a)l 
'‘lengwid3/ noun programming lan- 
guage which uses normal words and fig- 
ures 
highly /'hali/ adverb very o she is 
highly thought of by the managing di- 
rector the managing director thinks she is 
very competent 
highly-geared company /,haili 
giod 'kamp(a)ni/ noun company which 
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has a high proportion of its funds from 
fixed-interest borrowings 

highly-paid /,haili 'perd/ adjective 
earning a large salary 

highly-placed /,haili 'plerst/ adjec- 
tive occupying an important post O The 
delegation met a highly-placed official in 
the Trade Ministry. 

highly-priced /,harli 'pratst/ adjec- 
tive with a large price 

high office /,hat 'pfts/ noun an impor- 
tant position or job in the government or 
civil service 

high official /,har 9'f1f(o)l/, high- 
ranking official /,har reenkiy o'f1J(a)l/ 
noun an important person in a govern- 
ment department 

high pressure /,har 'prefa/ noun a 
strong insistence that somebody should 
do something working under high 
pressure working very hard, with a man- 
ager telling you what to do and to do it 
quickly, or with customers asking for sup- 
plies urgently 

high-pressure salesman /,har 
iprefa '‘seilzmon/, high-pressure 
saleswoman noun a salesman or sales- 
woman who forces a customer to buy 
something he or she does not really want 
high-pressure sales technique 
/ har ,prefoa 'serlz tek,nitk/ noun an at- 
tempt to force a customer to buy some- 
thing he or she does not really want 
high-quality /,har 'kwoliti/ adjective 
of very good quality O high-quality goods 
O a high-quality product 

high season /,haı 'si:z(9)n/ noun the 
period when there are most travellers and 
tourists 

high street /‘har stri:t/ noun the main 
shopping street in a British town O the 
high street shops Oa high street bookshop 
High Street banks / har stri:t 
‘benks/ plural noun the main British 
banks which accept deposits from indi- 
vidual customers 

hike /hatk/ noun an increase ™ verb to 
increase 

hire /'harə/ noun 1. an arrangement 
whereby customers pay money to be able 
to use a car, boat or piece of equipment 
owned by someone else for a time 2. 
‘for hire’ sign on a taxi showing it is 
empty 3. o to work for hire to work free- 






































lance Œ verb 1. to employ someone new 
to work for you o to hire staff to employ 
someone new to work for you 2. o to hire 
out cars or equipment or workers to 
lend cars, equipment or workers to cus- 
tomers who pay for their use 

hire car /‘hata ka:/ noun a car which 
has been rented O He was driving a hire 
car when the accident happened. 

hired /‘hatod/ adjective o a hired car 
car which has been rented 

hire purchase /,hato 'ps:tf1s/ noun a 
system of buying something by paying a 
sum regularly each month O to buy a re- 






































frigerator on hire purchase (NOTE: The 


US term is installment credit, install- 
ment plan or installment sale.) o to 
sign a hire-purchase agreement to sign 
a contract to pay for something by instal- 
ments 
COMMENT: An agreement to hire a piece 
of equipment, etc., involves two parties: 
the hirer and the owner. The equipment 
remains the property of the owner while 
the hirer is using it. Under a hire-pur- 
chase agreement, the equipment re- 
mains the property of the owner until the 
hirer has complied with the terms of the 
agreement (i.e., until he has paid all 
monies due). 
hire purchase agreement /,haro 
‘p3itJis 9,grizmont/ noun a contract to 
pay for something by instalments 
hire-purchase company /,haro 
‘psitfis ,kamp(9)ni/ noun a company 
which provides money for hire purchase 
hiring /‘haterm/ noun the act of em- 
ploying new staff O Hiring of new person- 
nel has been stopped. 
histogram /‘histogrzem/ noun same as 
bar chart 


historic /hi'storik/, historical /hı 
'storik(a)l/ adjective dating back over a 
period of time 
“...the Federal Reserve Board has eased 
interest rates in the past year, but they are 
still at historically high levels’ 
[Sunday Times] 
“...the historic p/e for the FTSE all-share 
index is 28.3 and the dividend yield is 
barely 2 per cent. Both indicators suggest 
that the stock markets are very highly 
priced’ [Times] 
COMMENT: By tradition, a company’s ac- 
counts are usually prepared on the his- 
toric(al) cost principle, i.e. that assets are 
costed at their purchase price. With infla- 
tion, such assets are undervalued, and 
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current-cost accounting or replacement- 
cost accounting may be preferred. 
historical figures /hı,storık(ə)l 
'fıgəz/ plural noun figures which were 
current in the past 
historic cost /hi,storik 'kost/, his- 
torical cost /hi1,storik(a)l 'kpst/ noun 
the actual cost of purchasing something 
which was bought some time ago 
hit /hit/ noun an action of accessing a 
website O We are averaging over 3,500 
hits a day. @ verb 1. to reach something O 
He hit his head against the table. a we 
have hit our export targets we have 
reached our targets 2. to hurt or to damage 
someone or something O The company 
was badly hit by the falling exchange rate. 
O Our sales of summer clothes have been 
hit by the bad weather. O The new legisla- 
tion has hit the small companies hardest. 
(NOTE: hitting — hit) 
hive off phrasal verb to split off part of 
a large company to form a smaller sub- 
sidiary O The new managing director 
hived off the retail sections of the com- 
pany. 
H.M. Customs and Excise 
/'kastomz on/ noun 1. a UK government 
department which deals with taxes on im- 
ports and on products such as alcohol pro- 
duced in the country. It also deals with 
VAT. O an Excise officer 2. an office of 
this department at a port or airport 
hoard /ho:d/ verb 1. to buy and store 
goods in case of need 2. to keep cash in- 
stead of investing it 
hoarder /'ho:də/ noun a person who 
buys and stores goods in case of need 
hoarding /‘ho:din/ noun 1. o hoarding 
of supplies the buying of large quantities 
of goods to keep in case of need 2. a large 
wooden board for posters 3. US a tempo- 
rary fence put up around a construction 
site 
“...as a result of hoarding, rice has become 
scarce with prices shooting up’ [Business 
Times (Lagos)] 
hold /hauld/ noun 1. the bottom part of 
a ship or aircraft, in which cargo is carried 
2. the action of keeping something m verb 
1. to own or to keep something O She 
holds 10% of the company’s shares. 
you should hold these shares - they 
look likely to rise you should keep these 
shares and not sell them 2. to contain O 
Each box holds 250 sheets of paper. 3. to 






































make something happen O The receiver 
will hold an auction of the company’s as- 
sets. 4. o hold the line please (on the tel- 
ephone) please wait O The chairman is 
on the other line — will you hold? 5. to 
have a certain job or status O He holds the 
position of chairman. (NOTE: holding- 
held) 
“...as of last night, the bank’s shareholders 
no longer hold any rights to the bank’s 
shares’ [South China Morning Post] 
hold back phrasal verb to wait, not to 
do something at the present time o in- 
vestors are holding back until after 
the Budget investors are waiting until 
they hear the details of the Budget be- 
fore they decide whether to buy or sell 
he held back from signing the lease 
until he had checked the details he de- 
layed signing the lease until he had 
checked the details o payment will be 
held back until the contract has been 
signed payment will not be made until 
the contract has been signed 
hold down phrasal verb 1. to keep ata 
low level O We are cutting margins to 
hold our prices down. 2. o to hold 
down a job to manage to do a difficult 
job 
‘real wages have been held down; they 
have risen at an annual rate of only 1% in 
the last two years’ [Sunday Times] 
hold on phrasal verb to wait, not to 
change o the company’s shareholders 
should hold on and wait for a better 
offer they should keep their shares and 
not sell them until they are offered a 
higher price 
hold out for phrasal verb to wait and 
ask for something o you should hold 
out for a 10% pay rise you should not 
agree to a pay rise of less than 10% 
hold over phrasal verb to postpone or 
put back to a later date O Discussion of 
item 4 was held over until the next meet- 
ing. 
hold to phrasal verb not to allow some- 
thing or someone to change o we will 
try to hold him to the contract we will 
try to stop him going against the con- 
tract o the government hopes to hold 
wage increases to 5% the government 
hopes that wage increases will not be 
more than 5% 
hold up phrasal verb 1. to stay at a 
high level O Share prices have held up 
well. O Sales held up during the tourist 
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season. 2. to delay something O The 
shipment has been held up at customs. O 
Payment will be held up until the con- 
tract has been signed. O The strike will 
hold up dispatch for some weeks. O The 
employees are holding up production as 
a form of protest against poor condi- 
tions. 


holdback /'həulbæk/ noun a part of a 
loan to a property developer which is not 
paid until the development is almost fin- 
ished 

holder /'həuldə/ noun 1. a person who 
owns or keeps something O holders of 
government bonds or bondholders O 
holder of stock or of shares in a company 
O holder of an insurance policy or policy 
holder 2. a thing which keeps something, 
which protects something 


holding /‘hauldin/ noun a group of 
shares owned O She has sold all her hold- 
ings in the Far East. O The company has 
holdings in German manufacturing com- 
panies. 


holding company /"houldiy 
ikamp(a)ni/ noun 1. a company which 
owns more than 50% of the shares in an- 
other company. ù subsidiary company 
2. a company which exists only or mainly 
to own shares in subsidiary companies. ù 
subsidiary (NOTE: [all senses] The US 
term is proprietary company.) 
hold-up /‘hauld ap/ nouna delay O The 
bad weather caused hold-ups in the dis- 
patch of goods. 


holiday /holidet/ noun a period when 
an employee does not work, but rests, 
goes away and does things for pleasure O 
When is the manager taking his holidays? 
O My assistant is off on holiday tomor- 
row. O He is going away on holiday for 
two weeks. (NOTE: The US term is vaca- 
tion.) o the job carries five weeks’ holi- 
day one of the conditions of the job is that 
you have five weeks’ holiday 

holiday entitlement /‘holider im 
,tart(a)Imont/ noun the number of days 
of paid holiday which an employee has 
the right to take O She has not used up all 
her holiday entitlement. 

holiday pay /‘hvlider pet/ noun a sal- 
ary which is still paid during the holiday 

hologram /‘hologrem/ noun a three- 
dimensional picture which is used on 














credit cards as a means of preventing for- 
gery 

home /haum/ noun the place where a 
person lives 


home address /,haum a'dres/ noun 
the address of a house or flat where a per- 
son lives O Please send the documents to 
my home address. 

home banking /,houm 'benkin/ 
noun a system of banking using a person- 
al computer in your own home to carry 
out various financial transactions such as 
paying invoices or checking your bank 
account 

home consumption /,hovum kon 
'sampfən/ noun use of something in the 
home 

home country /,houm 'kantri/ noun a 
country where a company is based 
homegrown /'houmgraun/ adjective 
which has been developed in a local area 
or in a country where the company is 
based O a homegrown computer industry 
O India’s homegrown car industry 
home loan /‘houm ləun/ noun a loan 
by a bank or building society to help 
someone buy a house 

homemade /,houm'merd/ adjective 
made in a home O homemade jam 
home market /houm 'markit/ noun 
the market in the country where the sell- 
ing company is based O Sales in the home 
market rose by 22%. 

homeowner /‘hoaumoauna/ noun a per- 
son who owns a private house or flat 
homeowner’s insurance policy 
/,haumoaunez ı1n'fuərəns ,polisi/ noun 
insurance policy covering a house and its 
contents and the personal liability of the 
people living in it 

homepage /‘houmpeid3/ noun the 
first page that is displayed when you visit 
a site on the Internet 

home-produced product /,houm 
pro,djurst 'prodakt/ noun a product 
manufactured in the country where the 
company is based 

home run /‘houm ran/ noun a very 
great achievement (informal) 

home sales /,haum 'seilz/ noun sales 
in the country where a company is based 
home trade /,haum 'treid/ noun trade 
in the country where a company is based 
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homeward /‘houmwod/ adjective go- 
ing towards the home country O The ship 
is carrying homeward freight. O The liner 
left Buenos Aires on her homeward jour- 
ney. 

homewards /‘hoaumwoadz/ adverb to- 
wards the home country O cargo home- 
wards 

homeworker /'həumws:kə/ noun a 
person who works at home for a company 
homeworking /'houmws:k19/ noun a 
working method where employees work 
at home on computer terminals, and send 
the finished material back to the central 
office by modem. Also called network- 
ing, teleworking 

homogenisation /hə,mpdzənaı 
'zerf(ə)n/ noun the tendency for different 
products, markets and cultures to lose 
their characteristic differences and be- 
come the same (NOTE: Globalisation is of- 
ten blamed for homogenisation.) 

hon abbr honorary 

honest /'pnist/ adjective respected, 
saying what is right o to play the honest 
broker to act for the parties in a negotia- 
tion to try to make them agree to a solu- 
tion 

honorarium = /,pno'resriom/ noun 
money paid to a professional person such 
as an accountant or a lawyer when a spe- 
cific fee has not been requested (NOTE: 
The plural is honoraria.) 

honorary /'onərəri/ adjective not paid 
a salary for the work done for an organi- 
sation O He is honorary president of the 
translators’ association. 

honorary member /,pnorori 
'membə/ noun a member who does not 
have to pay a subscription 

honorary secretary = //,pnoroari 
‘sekrat(a)ri/ noun a person who keeps 
the minutes and official documents of a 
committee or club, but is not paid a salary 
honorary treasurer = /,pnorori 
'trezoro/ noun a treasurer who does not 
receive any fee 

honour /'pno/ verb to pay something 
because it is owed and is correct O to hon- 
our a bill (NOTE: The US spelling is hon- 
or.) o to honour a signature to pay 
something because the signature is cor- 
rect 

hon sec honorary secretary 


























hope /houp/ verb to expect, to want 
something to happen O We hope to be 
able to dispatch the order next week. O He 
is hoping to break into the US market. O 
They had hoped the TV commercials 
would help sales. 


horizontal /,hori'zont(a)l/ adjective at 
the same level or with the same status O 
Her new job is a horizontal move into a 
different branch of the business. 


horizontal communication 
/ horizpnt(a)l ko,mjurni'ke1f(a)n/ 
noun communication between employees 
at the same level 


horizontal integration 
/ horızont(ə)l ,intr'grerf(a)n/ noun the 
process of joining similar companies or 
taking over a company in the same line of 
business as yourself 


horse trading /‘ho:s ,trerdin/ noun 
hard bargaining which ends with some- 
one giving something in return for a con- 
cession from the other side 


hostess /‘houstis/ noun a woman who 
looks after passengers or clients 


hostile bid /,hostarl 'bid/ noun a take- 
over bid where the board of the target 
company does not recommend it to the 
shareholders and tries to fight it. Also 
called contested takeover 
“...1ts largest shareholders are the found- 
ing family, whose stake today has dwin- 
dled to about 6%, hardly enough to block 
a hostile bid’ [Fortune] 
‘Europe gets used to hostile takeover bids 
fought on the basis of shareholder value’ 
[Investors Chronicle] 
“...while hostile takeovers still inspire fear 
in Japan, friendly takeovers are likely to 
become more common’ [Nikkei Weekly] 
hosting /‘houstin/ noun the business of 
putting websites onto the Internet so that 
people can visit them. ù hosting option 
hosting option /houstin 'opfən/ 
noun any of the different kinds of hosting 
that a business may use when putting a 
website on the Internet and that are usual- 
ly provided by specialist hosting compa- 
nies. ù collocation hosting, managed 
hosting, non-virtual hosting, virtual 
hosting 


hot-desking /'hot ,deskm/ noun a 
flexible way of working that allows em- 
ployees to use any free workspace rather 
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than having a desk that they regard as 
their own 
hotel /hau'tel/ noun a building where 
you can rent a room for a night, or eat in 
a restaurant O His hotel bills were paid by 
the insurance company. O She put her ho- 
tel expenses on her expense account. O 
Hotel staff had instructions not to let him 
into the hotel. 
hotel accommodation /hou,tel ə 
\koma'derf(9)n/ noun rooms available in 
hotels O All hotel accommodation has 
been booked up for the exhibition. 
hotel chain /həv'tel tfern/ noun a 
group of hotels owned by the same com- 
pany 
hotelier /həv'telie1/ noun a person who 
owns or manages a hotel 
hotelling /hau'telin/ noun the practice 
of using a desk or workspace in an office 
belonging to someone who is not your 
employer. Hotelling is normally carried 
out by consultants or sales people, who 
spend more time with their customers 
than at their base. 
hotel trade /hou'tel treid/ noun the 
business of running hotels 
hotline /'hotlarn/ noun a special tele- 
phone ordering service set up for a special 
period O a Christmas hotline 
hot money /hot 'mani/ noun money 
which is moved from country to country 
to get the best returns 
hour /avə/ noun 1. a period of time last- 
ing sixty minutes o to work a thirty-five 
hour week to work seven hours a day 
each weekday o we work an eight-hour 
day we work for eight hours a day, e.g. 
from 8.30 to 5.30 with one hour for lunch 
2. sixty minutes of work O She earns £14 
an hour. O We pay £16 an hour. o to pay 
by the hour to pay people a fixed amount 
of money for each hour worked 3. o out- 
side hours or out of hours when the of- 
fice is not open O He worked on the ac- 
counts out of hours. 
hourly /'avoli/ adjective, adverb per 
hour 
“...despite the Fed’s long-standing fears 
that low unemployment will raise wage 
costs, average hourly earnings grew by 
just 3.6 per cent in the year to November’ 
Lnvestors Chronicle] 
hourly-paid /‘avali ,perd/ adjective 
paid at a fixed rate for each hour worked 


















































hourly rate /,avali 'rert/, hourly wage 
/,avali 'we1d3/ noun the amount of mon- 
ey paid for an hour worked 

hours of work /,auoz ov 'wa:k/ plural 
noun the actual hours that an employee 
spends working, often many more than 
those stated in his or her contract of em- 
ployment and sometimes not covered by 
overtime payments O Our hours of work 
are 9.30 to 5.30, with an hour off for 
lunch. 

house /haus/ noun 1. a company O the 
largest London finance house © a broking 
house O a publishing house 2. the London 
Stock Exchange 

house agent /‘hauz ,e1d3ant/ noun an 
estate agent who deals in buying or sell- 
ing houses or flats 

housecleaning /‘haus,kli:nty/ noun 
a general reorganising of a business O She 
has mainly been performing houseclean- 
ing measures. 

household /‘haushauld/ noun a unit 
formed of all the people living together in 
a single house or flat, whether it is a sin- 
gle person living alone, a married couple 
or a large family 

householder /‘haushaulda/ noun a 
person who owns a private house or flat 
household expenses /,haus,hauld 
1k'spenss/ noun money spent on running 
a private house 

household goods  /haushould 
'gudz/ plural noun items which are used 
in the home 

household insurance /,haus,hould 
in'fusrons/ noun the act of insuring a 
house and its contents against damage 
household insurance policy 
/,haushould ı1n'fuərəns ,polisi/ noun 
insurance policy covering a house and its 
contents and the personal liability of the 
people living in it 

household name /,haushauld nerm/ 
noun a brand name which is recognised 
by a large number of consumers 

house journal /‘haus ,d33:n(a)l/, 
house magazine /'haus mego,zi:n/ 
noun a magazine produced for the em- 
ployees or shareholders in a company to 
give them news about the company 
house phone /,haus 'faun/ noun a tel- 
ephone for calling from one room to an- 
other in an office or hotel 
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house property /'haus ,propoti/ 
noun private houses or flats, not shops, 
offices or factories 

house starts /‘haus 'sta:ts/, housing 
starts /‘hauzin 'sta:ts/ plural noun the 
number of new private houses or flats of 
which the construction has begun during 
a year 

house style /,haus 'starl/ noun a com- 
pany’s own design which is used in all its 
products, including packaging and sta- 
tionery 

house telephone /,haus 'telrfaun/ 
noun a telephone for calling from one 
room to another in an office or hotel 
house-to-house /,haus tə ‘haus/ ad- 
jective going from one house to the next, 
asking people to buy something or to vote 
for someone O house-to-house canvass- 
ing O He trained as a house-to-house 
salesman. O House-to-house selling is 
banned in this area. 

HP abbr hire purchase 

HQ abbr headquarters 

HR abbr human resources 

HTML /,ertf ti: em 'el/ noun the stand- 
ard computer code used to build and de- 
velop webpages 

hub-and-spoke /,hab ən 'spauk/ ad- 
jective referring to any arrangement of 
component parts that is similar to a wheel, 
with a central hub and a series of spokes 
radiating outwards. The term can be ap- 
plied to organisational structure, compu- 
ter network design, work processes, 
methods of service delivery or transport 
systems. 

humanagement /hju:'mænıdzmənt/ 
noun a style of management that empha- 
sises the empowerment of employees 
human factors engineering 
/,hju:mon 'fæktəz end31,norin/, hu- 
man factor engineering /,hju:mon 
'fæktər endzı,nıərıy/ noun the work of 
designing activities, facilities and systems 
in the workplace on the basis of an analy- 
sis of human capabilities and needs so 
that the workplace can be fitted to the 
worker and employee performance can be 
improved (NOTE: Human factors engi- 
neering also tries to reduce risk by rais- 
ing safety levels.) 

human resources /hju:mon ri 
's9181Z/ plural noun the employees which 
an organisation has available O Our hu- 


man resources must be looked after and 
developed if we are to raise productivity 
successfully. Abbreviation HR. Also 
called personnel 
“...effective use and management of hu- 
man resources hold the key to future busi- 
ness development and success’ 
[Management Today] 
human resources department 
/hju:mon ri'zorsiz di,partmoent/ noun 
the section of the company which deals 
with its staff 
human resources manager 
/hju:mon ri'zorsiz ,mænıd3ə/ noun a 
person who is responsible for an organi- 
sation’s productive use of its employees O 
She was appointed human resources man- 
ager because of her experience in man- 
power planning and recruitment. 
human resources officer 
/hju:mon ri'zorsiz ,pfisa/ noun a per- 
son who deals with the staff in a company, 
especially interviewing candidates for 
new posts 
hundredweight /‘handradweit/ noun 
a weight of 112 pounds (about fifty kilos) 
hungry /hangri/ adjective wanting 
more sales, a bigger share of the market, 
etc. O After the cutbacks in staff, the com- 
pany is leaner and hungrier. 
hurry /‘hari/ noun doing things fast O 
There is no hurry for the figures, we do 
not need them until next week. o in a hur- 
ry very fast O The sales manager wants 
the report in a hurry. @ verb to do some- 
thing, to make something or to go very 
fast O The production team tried to hurry 
the order through the factory. O The 
chairman does not want to be hurried into 
making a decision. O The directors hur- 
ried into the meeting. 
hurry up phrasal verb to make some- 
thing go faster O Can you hurry up that 
order — the customer wants it immedi- 
ately? 
hype /harp/ noun excessive claims made 
in advertising O all the hype surrounding 
the launch of the new soap O Many con- 
sumers were actually put off by all the me- 
dia hype surrounding the launch of the 
new magazine. ™ verb to make excessive 
claims in advertising 
hyper- /haırpə/ prefix very large 
hyperinflation /,harporin'fle1J(9)n/ 
noun inflation which is at such a high per- 
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centage rate that it is almost impossible to 
reduce 

hyperlink /‘harpalmk/ noun 1. an im- 
age or a piece of text that a user clicks on 
in order to move directly from one web- 
page to another (NOTE: Hyperlinks can be 
added to webpages by using simple 
HTML commands; they can also be 
used in email messages, for example, to 
include the address of a company’s 





ice /ats/ noun o to put something on ice 
to file a plan or document as the best way 
of forgetting about it O The whole expan- 
sion plan was put on ice. 

ICT abbr information and communica- 
tions technologies 

IDD abbr international direct dialling 
ideal /ar'dtal/ adjective perfect, very 
good for something O This is the ideal site 
for a new hypermarket. 

Ideal Home Exhibition /ar,drəl 
‘houm ,eksibifan/ noun an annual exhi- 
bition in London showing new houses, 
new kitchens, etc. 

idle /‘ard(a)l/ adjective 1. not working O 
2,000 employees were made idle by the 
recession. 2. idle machinery, ma- 
chines lying idle machinery not being 
used o idle time period of time when a 
machine is available for production but 
not doing anything 

idle capital /,ard(9)l 'kzepit(9)I/ noun 
capital which is not being used produc- 
tively 

i.e. /‘ar'it, 'Õæt'ız/ that is O The largest 
companies, i.e. Smith’s and Brown’s, had 
avery good first quarter. O The import re- 
strictions apply to expensive items, i.e. 
items costing more than $2,500. 

IHT abbr inheritance tax 



































website.) 2. a series of commands at- 
tached to a button or word on one web- 
page that link it to another page, so that if 
a user clicks on the button or word, the 
hyperlink will move the user to another 
position or display another page 
hypermarket /‘harpoma:kit/ noun a 
very large supermarket, usually outside a 
large town, with car-parking facilities 


illegal /t1'lizg(9)l/ adjective not legal or 
against the law o illegal contract con- 
tract which cannot be enforced in law 
(such as a contract to commit a crime) 
illegality /,1li:'gzeliti/ noun the fact of 
being illegal 

illegally /r'li:gali/ adverb against the 
law O He was accused of illegally laun- 
dering money. 

illicit /1'ltstt/ adjective not legal or not 
permitted O the illicit sale of alcohol O 
trade in illicit alcohol 

illiquid /1'ltkwid/ adjective 1. referring 
to an asset which is not easy to change 
into cash 2. used to describe a person or 
business that lacks cash or assets such as 
securities that can readily be converted 
into cash 

ILO abbr International Labour Organiza- 
tion 

image /'ımıd3/ noun the general idea 
that the public has of a product, brand or 
company O They are spending a lot of ad- 
vertising money to improve the company’s 
image. O The company has adopted a 
down-market image. o to promote the 
corporate image to publicise a company 
so that its reputation is improved 
image-maker /'imıdz ,merkə/ noun 
someone who is employed to create a fa- 
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vourable public image for an organisa- 
tion, product or public figure 
IMF abbr International Monetary Fund 
imitate /‘tmitert/ verb to do what some- 
one else does O They imitate all our sales 
gimmicks. 
imitation /,1m1'terf(a)n/ noun some- 
thing which is a copy of an original o be- 
ware of imitations be careful not to buy 
low-quality goods which are made to look 
like other more expensive items lm adjec- 
tive which copies something O He was 
caught selling imitation Rolex watches in 
Oxford Street. 
immediate /1'mi:diat/ adjective hap- 
pening at once O We wrote an immediate 
letter of complaint. O Your order will re- 
ceive immediate attention. 
immediately /1'mi:djatli/ adverb at 
once O He immediately placed an order 
for 2,000 boxes. O As soon as he heard 
the news he immediately faxed his office. 
O Can you phone immediately you get the 
information? 
immovable /1'mu:vab(9)l/ adjective 
impossible to move 
immovable property /1,mu:vab(a)l 
'propəti/ noun houses and other build- 
ings on land 
immunity /t'mju:niti/ noun protection 
against arrest 0 immunity from prosecu- 
tion not being liable to be prosecuted 
impact /'impækt/ noun a shock or 
strong effect O the impact of new technol- 
ogy on the cotton trade O The new design 
has made little impact on the buying pub- 
lic. 
“...the strong dollar’s deflationary impact 
on European economies as governments 
push up interest rates to support their sink- 
ing currencies’ [Duns Business Month] 
imperfect /1m'ps:f1kt/ adjective hav- 
ing defects O They are holding a sale of 
imperfect items. O Check the batch for im- 
perfect products. 
imperfection /,1mpo'fekJfan/ noun a 
defect in something O to check a batch for 
imperfections 
impersonal /ım'ps:s(ə)n(ə)l/ adjec- 
tive without any personal touch or as if 
done by machines O an impersonal style 
of management 
implement noun /'ımplımənt/ a tool 
or instrument used to do some work O We 
don’t have the right implements for this 


























type of work. m verb /'tmpli,ment/ to put 
into action O to implement an agreement 
O to implement a decision 
implementation /,rmplimen 
'terf(ə)n/ noun the process of putting 
something into action O the implementa- 
tion of new rules 

import /1m'po:t/ verb to bring goods 
from abroad into a country for sale O The 
company imports television sets from Ja- 
pan. © This car was imported from 
France. 

‘European manufacturers rely heavily on 

imported raw materials which are mostly 

priced in dollars’ [Duns Business Month] 

importance /1m'po:tens/ noun con- 
siderable value or significance O The 
bank attaches great importance to the 
deal. 

important /1m'po:tent/ adjective 
which matters a lot O He left a pile of im- 
portant papers in the taxi. O She has an 
important meeting at 10.30. O I was pro- 
moted to a more important job. 

“...each of the major issues on the agenda 

at this week’s meeting is important to the 

government’s success in overall economic 
management’ 

[Australian Financial Review] 
importation /,1mpo:'terf(a)n/ noun 
the act of importing O The importation of 
arms is forbidden. O The importation of 
livestock is subject to very strict controls. 
import ban /'tmpo:t been/ noun an or- 
der forbidding imports O The government 
has imposed an import ban on arms. 
import duty /‘tmpo:t ,dju:ti/ noun a 
tax on goods imported into a country 
importer /1m'po:ta/ noun a person or 
company that imports goods O a cigar im- 
porter O The company is a big importer of 


foreign cars. 


import-export /,1mpo:t 'ekspo:t/ ad- 
jective, noun referring to business which 
deals with both bringing foreign goods 
into a country and sending locally made 
goods abroad O Rotterdam is an impor- 
tant centre for the import-export trade. O 
She works in import-export. 

importing /1m'po:t1n/ adjective bring- 
ing goods into a country O oil-importing 
countries O an importing company @ 
noun the act of bringing foreign goods 
into a country for sale O The importing of 
arms into the country is illegal. 
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import levy /‘mmpo:t ,levi/ noun a tax 
on imports, especially in the EU a tax on 
imports of farm produce from outside the 
EU 

import licence /'tmpo:t ,lars(ə)ns/, 
import permit noun an official docu- 
ment which allows goods to be imported 
import quota /'ımpo:t ,.kwavte/ noun 
a fixed quantity of a particular type of 
goods which the government allows to be 
imported O The government has imposed 
a quota on the importation of cars. O The 
quota on imported cars has been lifted. 
import restrictions /‘Impo:t ri 
)Strikf(9)nz/ plural noun actions taken 
by a government to reduce the level of im- 
ports by imposing quotas, duties, etc. 
imports /‘tmpo:ts/ plural noun goods 
brought into a country from abroad for 
sale O Imports from Poland have risen to 
$Im a year. (NOTE: Usually used in the 
plural, but the singular is used before a 
noun.) 

import surcharge l'import 
\S3itfard3/ noun the extra duty charged 
on imported goods, to try to stop them 
from being imported and to encourage lo- 
cal manufacture 

import tariffs /ımpo:t 'tzertfs/ plural 
noun taxes on imports 

impose /ım'pəuz/ verb to give orders 
for something regarded as unpleasant or 
unwanted such as a tax or a ban O to im- 
pose a tax on bicycles O They tried to im- 
pose a ban on smoking. O The govern- 
ment imposed a special duty on oil. 
imposition /,1mpo'z1f(9)n/ noun the 
act of imposing something 

impossible /ım'ppsıb(ə)l/ adjective 
which cannot be done O Getting skilled 
staff is becoming impossible. O Govern- 
ment regulations make it impossible for 
us to export. 

impound /m'paund/ verb to take 
something away and keep it until a tax is 
paid O customs impounded the whole car- 
go 

impounding /ım'paundıy/ noun an 
act of taking something and keeping it un- 
til a tax is paid 

imprest system /'ımprest ,sıstəm/ 
noun a system of controlling petty cash, 
where cash is paid out against a written 
receipt and the receipt is used to get more 
cash to bring the float to the original level 


improve /ım'pru:v/ verb to make 
something better, or to become better O 
We are trying to improve our image with a 
series of TV commercials. O They hope to 
improve the company’s market share. O 
We hope the cash flow position will im- 
prove or we will have difficulty in paying 
our bills. o export trade has improved 
sharply during the first quarter export 
trade has increased suddenly and greatly 
in the first period of the year 
“...we also invest in companies whose 
growth and profitability could be im- 
proved by a management buyout’ [Times] 
improve on phrasal verb to do better 
than o she refused to improve on her 
previous offer she refused to make a 
better offer 
improved /1m'pru:vd/ adjective better 
O an improved offer 
improvement /1m'pru:vmont/ noun 
1. the process of getting better O There is 
no improvement in the cash flow situa- 
tion. O Sales are showing a sharp im- 
provement over last year. O Employees 
have noticed an improvement in the work- 
ing environment. 2. something which is 
better o an improvement on an offer an 
act of making a better offer 
“...the management says the rate of loss- 
making has come down and it expects fur- 
ther improvement in the next few years’ 
[Financial Times] 
impulse /'ımpals/ noun a sudden deci- 
sion O to do something on impulse to do 
something because you have just thought 
of it, not because it was planned 
impulse buyer /‘tmpals ,bata/ noun a 
person who buys something on impulse, 
not because he or she intended to buy it 
impulse buying /'ımpals ,bary/ 
noun the practice of buying items which 
you have just seen, not because you had 
planned to buy them 
impulse purchase /‘impals ,ps:t frs/ 
noun something bought as soon as it is 
seen 
IMRO abbr Investment Management 
Regulatory Organisation 
in abbr inch 
inactive /n'æktıv/ adjective not active 
or not busy 
inactive account /1n,zktiv o'kaunt/ 
noun a bank account which is not used 
over a period of time 
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inactive market /m,ektiv 'ma:kıt/ 
noun a stock market with few buyers or 
sellers 


Inc abbr US incorporated 


incentive /tn'sentiv/ noun something 
which encourages a customer to buy, or 
employees to work better 
“...some further profit-taking was seen 
yesterday as investors continued to lack 
fresh incentives to renew buying activity’ 
[Financial Times] 
“...a well-designed plan can help compa- 
nies retain talented employees and offer 
enticing performance incentives — all at an 
affordable cost’ [Fortune | 
“...the right incentives can work when 
used strategically’ [Management Today] 
“.,.an additional incentive is that the Japa- 
nese are prepared to give rewards where 
they are due’ [Management Today] 
incentive bonus /in'sentrv ,bounas/, 
incentive payment /in'sentiv 
,permont/ noun an extra payment offered 
to employees to make them work better 
incentive scheme /in'sentiv ski:m/ 
noun a plan to encourage better work by 
paying higher commission or bonuses O 
Incentive schemes are boosting produc- 
tion. 
inch /mtf/ noun a measurement of 
length (= 2.54cm) O a 31/2 inch disk 
(NOTE: Usually written in or " after fig- 
ures: 2in or 2". Note also that the inch is 
now no longer officially used in the UK) 
incidental /,1nsi'dent(a)l/ adjective 
not important, but connected with some- 
thing else 
incidental expenses /,msident(a)! 
1k'spensiz/ plural noun small amounts of 
money spent at various times in addition 
to larger amounts 
include /tn'klu:d/ verb to count some- 
thing along with other things O The 
charge includes VAT. O The total is £140 
not including insurance and freight. O 
The account covers services up to and in- 
cluding the month of June. 
inclusive /tn'klu:stv/ adjective count- 
ing something in with other things O in- 
clusive of tax O not inclusive of VAT o in- 
clusive of including O inclusive of tax O 
not inclusive of VAT o the conference 
runs from the 12th to the 16th inclusive 
it starts on the morning of the 12th and 
ends on the evening of the 16th 


























inclusive charge = /in,klu:siv 
'tfard3/, inclusive sum /in,klu:siv 
‘sam/ noun a charge which includes all 
items or costs 


income /‘inkam/ noun 1. money which 
a person receives as salary or dividends 
lower income bracket, upper income 
bracket the groups of people who earn 
low or high salaries considered for tax 
purposes 2. money which an organisation 
receives as gifts or from investments O 
The hospital has a large income from 
gifts. 

“...there is no risk-free way of taking reg- 

ular income from your money much high- 

er than the rate of inflation’ [Guardian] 
income per head /‘inkam pv/, in- 
come per capita noun same as per cap- 
ita income 
income shares /'inkam feəz/ plural 
noun shares in an investment trust which 
receive income from the investments, but 
do not benefit from the rise in capital val- 
ue of the investments 
incomes policy /inkamz_,polisi/ 
noun the government’s ideas on how in- 
comes should be controlled 
income statement =//‘inkam 
stertmont/ noun US a statement of 
company expenditure and sales which 
shows whether the company has made a 
profit or loss (NOTE: The UK term is prof- 
it and loss account.) 
income support /‘mnkam so,po:t/ 
noun a government benefit paid to low- 
income earners who are working less than 
16 hours per week, provided they can 
show that they are actively looking for 
jobs. Abbreviation IS 
income tax /‘Inkam teks/ noun 1. the 
tax on a person’s income, both earned and 
unearned 2. the tax on the profits of a cor- 
poration 
income tax form /inkam teks 
foxm/ noun a form to be completed 
which declares all income to the tax office 
income tax return /‘inkam teks ri 
,tsin/ noun a form used for reporting how 
much income you have earned and work- 
ing out how much tax you have to pay on 
it. Also called declaration of income 
income units /'inkam ,ju:nits/ plural 
noun units in a unit trust, from which the 
investor receives dividends in the form of 
income 
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incoming /inkamin/ adjective 1. o in- 
coming call a phone call coming into the 
office from someone outside 0 incoming 
mail mail which comes into an office 2. 
referring to someone who has recently 
been elected or appointed O the incoming 
chairman o the incoming board of di- 
rectors the new board which is about to 
start working 

incompetent /in'kpmpit(a)nt/ adjec- 
tive unable to work effectively O The 
sales manager is incompetent. O The 
company has an incompetent sales direc- 
tor. 


inconvertible /,1nkon'v3:tab(9)l/ ad- 
jective referring to currency which cannot 
be easily converted into other currencies 


incorporate /in'ko:perert/ verb 1. to 
bring something in to form part of a main 
group O Income from the 1998 acquisi- 
tion is incorporated into the accounts. 2. 
to form a registered company O a compa- 
ny incorporated in the USA O an incorpo- 
rated company O J. Doe Incorporated 
incorporation /in,korpa'rerf(a)n/ 
noun an act of incorporating a company 
COMMENT: A corporation (a body which is 
legally separate from its members) is 
formed in one of three ways: 1) registra- 
tion under the Companies Act (the nor- 
mal method for commercial companies); 
2) granting of a royal charter; 3) by a spe- 
cial Act of Parliament. A company is in- 
corporated by drawing up a memoran- 
dum and articles of association, which 
are lodged with Companies House. 
incorrect /,1nko'rekt/ adjective wrong 
O The minutes of the meeting were incor- 
rect and had to be changed. 


Incoterms /'1jkovtsimz/ noun a 
standard definition (by the International 
Chamber of Commerce) of terms (such as 
‘FOB’ or ‘cif’) used in international trade 
increase noun/'inkri:s/1. an act of be- 
coming larger O There have been several 
increases in tax or tax increases in the last 
few years. O There is an automatic 5% in- 
crease in price or price increase on Janu- 
ary Ist. O Profits showed a 10% increase 
or an increase of 10% on last year. o in- 
crease in the cost of living a rise in the 
annual cost of living 2. a higher salary O 
increase in pay or pay increase O The 
government hopes to hold salary increas- 
es to 3%. she had two increases last 
year her salary went up twice 3. o on the 
increase growing larger, becoming more 







































































frequent O Stealing in shops is on the in- 
crease. @ verb/1n'kri:s/ 1. to grow bigger 
or higher O Profits have increased faster 
than the increase in the rate of inflation. 
O Exports to Africa have increased by 
more than 25%. O The price of oil has in- 
creased twice in the past week. o to in- 
crease in price to cost more o to increase 
in size or value to become larger or more 
valuable 2. to make something bigger or 
higher o the company increased her sal- 
ary to £20,000 the company gave her a 
rise in salary to £20,000 
“...turnover has the potential to be in- 
creased to over | million dollars with en- 
ergetic management and very little capital’ 
[Australian Financial Review] 
“...competition is steadily increasing and 
could affect profit margins as the company 






































tries to retain its market share’ 
[Citizen (Ottawa)] 
increasing /in'kri:sm/ adjective 


which is growing bigger O increasing 
profits O The company has an increasing 
share of the market. 

increasingly /in'kri:styli/ adverb 
more and more O The company has to de- 
pend increasingly on the export market. 
increment /‘1nkrimont/ noun a regular 
automatic increase in salary O an annual 
increment o salary which rises in annu- 
alincrements of £1000 each year the sal- 
ary is increased by £1000 

incremental /,1jkri'ment(a)l/ adjec- 
tive rising automatically in stages 
incremental cost /,1kriment(o)l 
‘kpst/ noun the cost of making extra units 
above the number already planned. This 
may then include further fixed costs. 
incremental increase 
/,1pkriment(a)l 'mkrizs/ noun an in- 
crease in salary according to an agreed 
annual increment 

incrementalism /kri 
‘mentoliz(9)m/ noun the philosophy or 
practice of making improvements by 
small and gradual steps. The is often used 
collectively term for the many initiatives 
of the 1980s and 1990s, e.g. total quality 
management, continuous improvement, 
and benchmarking, that took a small-step 
approach to improving quality and pro- 
ductivity and reducing costs. 
incremental scale /1jkriment(a)! 
‘skeil/ noun a salary scale with regular 
annual salary increases 
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incur /1n'k3:/ verb to make yourself lia- 
ble to something o to incur the risk of a 
penalty to make it possible that you risk 
paying a penalty o the company has in- 
curred heavy costs to implement the ex- 
pansion programme the company has 
had to pay large sums of money 
“...the company blames fiercely competi- 
tive market conditions in Europe for a 
£14m operating loss last year, incurred de- 
spite a record turnover’ [Financial Times] 
indebted /in'detid/ adjective owing 
money to someone O to be indebted to a 
property company 
indecisive /,1ndi'satstv/ adjective not 
able to make up one’s mind or to decide 
on something important O He is too inde- 
cisive to be a good manager. 
indemnification /indemnifi'ke1fon/ 
noun payment for damage 
indemnify /1n'demnifat/ verb to pay 
for damage O to indemnify someone for a 
loss 
indemnity /m'demniti/ noun 1. a 
guarantee of payment after a loss O She 
had to pay an indemnity of £100. 2. com- 
pensation paid after a loss 
indent noun /'mndent/ 1. an order 
placed by an importer for goods from 
overseas O They put in an indent for anew 
stock of soap. 2. a line of typing which 
starts several spaces from the left-hand 
margin m verb /in'dent/ 1. o to indent 
for something to put in an order for 
something O The department has indent- 
ed for a new computer. 2. to start a line of 
typing several spaces from the left-hand 
margin O Indent the first line three spac- 
es. 
indenture /in'dentfa/ noun US a for- 
mal agreement showing the terms of a 
bond issue m verb to contract with an ap- 
prentice who will work for some years to 
learn a trade O He was indentured to a 
builder. 
indentures /mn'dentfaz/ plural noun a 
contract by which an apprentice works for 
a master for some years to learn a trade 
independent /,1ndi'pendont/ adjec- 
tive not under the control or authority of 
anyone else 
independent company 
/,indipendont 'kamp(a)ni/ noun a com- 
pany which is not controlled by another 
company 
































independents /,1ndr'pendonts/ plural 
noun shops or companies which are 
owned by private individuals or families 
“...many independents took advantage of 
the bank holiday period when the big mul- 
tiples were closed’ [The Grocer] 
independent trader /,1ndipendont 
'treida/, independent shop 
/,indipendont 'fop/ noun a shop which 
is owned by an individual proprietor, not 
by a chain 
in-depth study /,1n dep®@ 'stadi/ noun 
a thorough painstaking study 
index /'indeks/ noun 1. a list of items 
classified into groups or put in alphabeti- 
cal order 2. a regular statistical report 
which shows rises and falls in prices, val- 
ues or levels 3. a figure based on the cur- 
rent market price of shares on a stock ex- 
change m verb to link a payment to an in- 
dex O salaries indexed to the cost of living 
“...the index of industrial production sank 
0.2 per cent for the latest month after ris- 
ing 0.3 per cent in March’ 
[Financial Times] 
“...an analysis of the consumer price index 
for the first half of the year shows that the 
rate of inflation went down by 12.9 per 
cent’ [Business Times (Lagos)] 
indexation /,1ndek'se1f(9)n/ noun the 
linking of something to an index 
indexation of wage increases 
/indekserf(a)n ov 'werdz ,inkri:s1z/ 
noun the linking of wage increases to the 
percentage rise in the cost of living 
index card /'ındeks ka:d/ noun a card 
used to make a card index 
indexed portfolio /,mdekst po:t 
'fəuliəv/ noun a portfolio of shares in all 
the companies which form the basis of a 
stock exchange index 
index fund /'indeks fand/ noun an in- 
vestment fund consisting of shares in all 
the companies which are used to calculate 
a Stock Exchange index (NOTE: The plu- 
ral is indexes or indices.) 
indexing /‘tndekst/ noun a method of 
showing changes in a value over time by 
starting with a simple base point such as 
100, which then serves as a reference 
point for future years O Indexing is used 
to show the rise in the cost of living over 
a ten-year period. 
index letter /'ındeks ,leta/ noun a let- 
ter of an item in an index 


index-linked 
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index-linked /indeks 'linkt/ adjec- 
tive rising automatically by the percent- 
age increase in the cost of living O index- 
linked government bonds O Inflation did 
not affect her as she has an index-linked 
pension. 
“...two-year index-linked savings certifi- 
cates now pay 3 per cent a year tax free, in 
addition to index-linking’ [Financial 
Times] 
index number /‘indeks ,nambo/ 
noun 1. a number of something in an in- 
dex 2. a number showing the percentage 
rise of something over a period 


indicate /‘indrkert/ verb to show some- 
thing O The latest figures indicate a fall in 
the inflation rate. O Our sales for last 
year indicate a move from the home mar- 
ket to exports. 


indicator /‘indikerta/ noun something 
which indicates 
*...it reduces this month’s growth in the 
key M3 indicator from about 19% to 12%’ 
[Sunday Times] 
“...we may expect the US leading eco- 
nomic indicators for April to show faster 
economic growth’ [Australian Financial 
Review] 
“,..other indicators, such as high real inter- 
est rates, suggest that monetary conditions 
are extremely tight’ [Economist] 


indirect /,ndar'rekt/ adjective not di- 
rect 


indirect costs /,indatrekt 'kosts/, in- 
direct expenses /,indairekt ık 
‘spensiz/ plural noun costs which are not 
directly related to the making of a product 
(such as cleaning, rent or administration) 
indirect labour costs /,1ndairekt 
'‘lerba ,kosts/ plural noun the cost of 
paying employees not directly involved in 
making a product such as cleaners or can- 
teen staff. Such costs cannot be allocated 
to a cost centre. 


indirect loss /,1ndatrekt 'los/ noun 
same as consequential loss 


indirect tax /,mdarrekt 'tæks/ noun a 
tax such as VAT paid to someone who 
then pays it to the government 


indirect taxation /ndairekt tæk 
'serf(ə)n/ noun taxes which are not paid 
direct to the government, e.g. sales tax O 
The government raises more money by in- 
direct taxation than by direct. 


individual /,1ndt'vid3uol/ noun one 
single person O a savings plan tailored to 
the requirements of the private individual 
m adjective single or belonging to one 
person O a pension plan designed to meet 
each person’s individual requirements O 
We sell individual portions of ice cream. 


inducement /in'dju:smont/ noun 
something which helps to persuade some- 
one to do something O They offered her a 
company car as an inducement to stay. 


induction /m'dakfan/ noun an intro- 
duction to a new organisation or a new job 


induction course /in'dakfan ko:s/, 
induction training /in'dakJon ,tremnin/ 
nouna programme intended to help a per- 
son entering an organisation or starting a 
new job O The company is organising a 
two-day induction course for new em- 
ployees. O The induction course spelt out 
the main objectives and procedures of the 
organisation. 


industrial /in'dastriol/ adjective refer- 

ring to manufacturing work o to take in- 

dustrial action to go on strike or go-slow 
“,..indications of renewed weakness in the 
US economy were contained in figures on 
industrial production for April’ [Financial 
Times] 

industrial accident /in,dastrioal 

'æksıd(ə)nt/ noun an accident which 

takes place at work 


industrial arbitration tribunal /m 
idastrial arbi'trerf(9)n trar,bjurn(o)l/ 
noun a court which decides in industrial 
disputes 


industrial capacity /m,dastrial kə 
‘pesiti/ noun the amount of work which 
can be done in a factory or several facto- 
ries 


industrial centre /mn'dastrial ,sento/ 
noun a large town with many industries 


industrial consumption /m 
,dastrial kon'sampfan/ noun consump- 
tion of something by an industry 
industrial court /tn,dastrial 'ko:t/ 
nouna court which can decide in industri- 
al disputes if both parties agree to ask it to 
judge between them 

industrial design /in,dastrial di 
'zarn/ noun the design of products made 
by machines such as cars and refrigera- 
tors 
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industrial development /tn,dastrial 
di'velapmont/ noun the planning and 
building of new industries in special areas 
industrial dispute /tn,dastrial dı 
'spju:t/ noun an argument between man- 
agement and employees 
industrial espionage /1n,dastrial 
‘espionar3/ noun the practice of trying to 
find out the secrets of a competitor’s work 
or products, usually by illegal means 
industrial estate /in'dastrial 1,stert/ 
nounan area of land near a town specially 
for factories and warehouses 
industrial expansion /1n,dastrial tk 
‘speenfon/ noun the growth of industries 
in a country or a region 
industrial injury = /m,dastrial 
'ındzəri/ noun an injury to an employee 
that occurs in the workplace 
industrialisation /m,dastrislar 
'ze1f(a)n/, industrialization noun the 
process of change by which an economy 
becomes based on industrial production 
rather than on agriculture 
industrialise /1n'dastris,laiz/, indus- 
trialize verb to set up industries in a 
country which had none before 

“...central bank and finance ministry offi- 

cials of the industrialized countries will 

continue work on the report’ [Wall 

Street Journal] 
industrialised society /m 
,dastrialaizd so'sarati/ noun a country 
which has many industries 
industrialist /mn'dastrialtst/ noun an 
owner or director of a factory 
industrial practices /m,dastrial 
‘prektisiz/ plural noun ways of manag- 
ing or working in business, industry or 
trade (NOTE: also called trade practic- 
es) 
industrial processes /1n,dastrial 
‘prousesiz/ plural noun the various stag- 
es involved in manufacturing products in 
factories 
industrial relations /m,dastrial rı 
‘le1f(a)nz/ plural noun relations between 
management and employees O The com- 
pany has a history of bad labour rela- 
tions. 

‘Britain’s industrial relations climate is 

changing’ [Personnel Today] 
industrials /tn'dastriolz/ plural noun 
shares in manufacturing companies 


industrial training  /m,dastrial 
'trernıy/ noun the training of new em- 
ployees to work in an industry 


industrial tribunal /m,dastrial trar 
‘bjurn(9)l/ noun a court which can de- 
cide in disputes about employment 
‘ACAS has a legal obligation to try and 
solve industrial grievances before they 
reach industrial tribunals’ [Personnel To- 
day] 
industry /'ındəstri/ noun 1. all facto- 
ries, companies or processes involved in 
the manufacturing of products O All sec- 
tors of industry have shown rises in out- 
put. 2. a group of companies making the 
same type of product or offering the same 
type of service O the aircraft industry O 
the food-processing industry O the petro- 
leum industry © the advertising industry 
“...with the present overcapacity in the air- 
line industry, discounting of tickets is 
widespread’ [Business Traveller] 
industry rules /‘mndastri ru:lz/ plural 
noun the unwritten rules that govern the 
ways in which organisations within a par- 
ticular industry relate to and do business 
with one another 


inefficiency /,m1'f1f(a)nsi/ noun the 
fact of not being able to work quickly and 
correctly O The report criticised the inef- 


ficiency of the sales staff. 


inefficient /,m1'f1f(a)nt/ adjective not 
doing a job well or unable to work effi- 
ciently and correctly O an inefficient sales 
director O Inefficient workers waste raw 
materials and fail to complete tasks on 
schedule. 

ineligible /1n'el1d31b(a)l/ adjective not 
eligible 

ineligible bill /m,elidzab(a)l_ 'brl/ 
noun a bill of exchange which cannot be 
discounted by a central bank 

inertia selling /1'ns:Jfo ,selry/ noun a 
method of selling items by sending them 
when they have not been ordered and as- 
suming that if the items are not returned, 
the person who has received them is will- 
ing to buy them 

inexpensive /,m1k'spenstv/ adjective 
cheap, not expensive 

inexpensively /tmrk'spensrvli/ ad- 
verb without spending much money 
inferior /1n'ftaria/ adjective not as good 
as others O products of inferior quality 


inflate 
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inflate /tn'flert/ verb 1. o to inflate 
prices to increase prices without any rea- 
son 2. o to inflate the economy to make 
the economy more active by increasing 
the money supply 


inflated /m'flertid/ adjective 1. o in- 
flated prices prices which are increased 
without any reason O Tourists don’t want 
to pay inflated London prices. 2. o inflat- 
ed currency currency which is too high 
in relation to other currencies 


inflation /tn'fletf(a)n/ noun a greater 
increase in the supply of money or credit 
than in the production of goods and serv- 
ices, resulting in higher prices and a fall in 
the purchasing power of money O to take 
measures to reduce inflation O High in- 
terest rates tend to increase inflation. 
we have 3% inflation or inflation is 
running at 3% prices are 3% higher than 
at the same time last year 
COMMENT: The inflation rate in the UK is 
calculated on a series of figures, includ- 
ing prices of consumer items; petrol, gas 
and electricity; interest rates, etc. This 
gives the ‘underlying’ inflation rate which 
can be compared to that of other coun- 
tries. The calculation can also include 
mortgage interest and local taxes which 
give the ‘headline’ inflation figure; this is 
higher than in other countries because of 
these extra items. Inflation affects busi- 
nesses, in that as their costs rise, so 
their profits may fall and it is necessary 
to take this into account when pricing 
products. 


inflationary /1n'fle1f(a)n(@)ri/ adjec- 
tive tending to increase inflation O infla- 
tionary trends in the economy o the econ- 
omy is in an inflationary spiral the 
economy is in a situation where price ris- 
es encourage higher wage demands which 
in turn make prices rise 
‘...inflationary expectations fell some- 
what this month, but remained a long way 
above the actual inflation rate, according 
to figures released yesterday. The annual 
rate of inflation measured by the consumer 
price index has been below 2 per cent for 
over 18 months’ [Australian Financial 
Review] 
inflation-proof /in'flerf(ə)n pru:f/ 
adjective referring to a pension, etc. 
which is index-linked, so that its value is 
preserved in times of inflation 


inflow /'ınfləv/ noun the act of coming 
in or being brought in o inflow of capital 



















































































into the country capital which is coming 
into a country in order to be invested 
‘...the dollar is strong because of capital 
inflows rather than weak because of the 
trade deficit’ [Duns Business Month] 
influence /'ınfluəns/ noun an effect 
which is had on someone or something O 
The price of oil has a marked influence on 
the price of manufactured goods. O We 
are suffering from the influence of a high 
exchange rate. ™@ verb to have an effect on 
someone or something O The board was 
influenced in its decision by the memo 


from the managers. O The price of oil has 


influenced the price of manufactured 
goods. O High inflation is influencing our 
profitability. 
influx /‘mflaks/ noun an inflow, espe- 
cially one where people or things come in 
in large quantities O an influx of foreign 
currency into the country O an influx of 
cheap labour into the cities 
“...the retail sector will also benefit from 
the expected influx of tourists’ [Australian 
Financial Review] 
infomediary /‘infau,mi:diari/ noun a 
business or website that collects informa- 
tion about customers for use by other 
companies (NOTE: The plural is infome- 
diaries.) 
inform /tn'fo:m/ verb to tell someone 
officially O I regret to inform you that 
your tender was not acceptable. O We are 
pleased to inform you that you have been 
selected for interview. O We have been in- 


formed by the Department that new regu- 


lations are coming into force. 

information /,mfa'metf(a)n/ noun de- 
tails which explain something O to dis- 
close a piece of information O to answer 
a request for information O Please send 
me information on or about holidays in 
the USA. O Have you any information on 
or about deposit accounts? O I enclose 
this leaflet for your information. O For 


further information, please write to De- 














partment 27. n disclosure of confidential 
information the act of telling someone 
information which should be secret 

information and communications 
technologies /info,merf(9)n ən ko 
mjumi'kerf(9)nz tek nvlod3iz/ plural 
noun computer and telecommunications 
technologies considered together. The 
coming together of information and com- 
munications technology convergence has 
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given rise to such as the Internet, video- 
conferencing, intranets, and third-genera- 
tion mobile phones. (NOTE: It is the com- 
ing together of information and commu- 
nications technology that has possible 
made such things as the Internet, video- 
conferencing, groupware, intranets, and 
third-generation mobile phones.) 


information architecture /,1nfo 
merf(a)n 'arkitektfa/ noun the meth- 
ods used in designing the navigation, 
search and content layout for a website 
information bureau /,infa'merf(9)n 
|bjuarau/ noun an office which gives in- 
formation to tourists or visitors 


information office /,mfo'merf(a)n 
,Df1s/ noun an office which gives infor- 
mation to tourists or visitors 
information officer /,nfo'merf(a)n 
,Df1so/ noun 1. a person whose job is to 
give information about a company, an or- 
ganisation or a government department to 
the public 2. a person whose job is to give 
information to other departments in the 
same organisation 


information overload 
/,nfamerf(a)n 'auvaloud/ noun the act 
of burdening someone with too much in- 
formation 


information pack /,nfo'merf(s)n 
pek/ noun a folder containing informa- 
tion about a product, tourist attraction, 
etc. O the conference agenda or the agen- 
da of the conference is in the information 
pack given to delegates 


information retrieval /,1infomerf(a)n 
ri'trirv(a)l/ noun the finding of stored 
data in a computer 


information technology 
/,infamerf(a)n tek'nvlad3i/ noun work- 
ing with data stored on computers (IT). 
Abbreviation IT 


infrastructure /‘Infro,straktJa/ noun 
1. basic structure. Also called social 
overhead capital 2. basic services o a 
country’s infrastructure the road and 
rail systems of a country 

infringe /in'frind3/ verb to break a law 
or a right o to infringe a copyright to 
copy a copyright text illegally o to in- 
fringe a patent to make a product which 
works in the same way as a patented prod- 
uct and not pay a royalty to the patent 
holder 






































infringement /m'frındzmənt/ noun 
an act of breaking a law or a rule O in- 


fringement of the company’s rules 


infringement of copyright /mn 
ifrind3mont əv 'kppırart/ noun the ille- 
gal copying of a work which is in copy- 
right 

infringement of patent /m 
frind3mont ov 'pertənt/ noun an act of 
illegally using, making or selling an in- 
vention which is patented, without the 
permission of the patent holder 

ingot /‘1ngat/ noun a bar of gold or sil- 
ver 

inherent vice /1n,hisrant 'vars/ noun 
the tendency of some goods to spoil dur- 
ing transportation O Inherent vice dis- 
couraged us from importing tropical fruit. 
inherit /in'hertt/ verb to get something 
from a person who has died O When her 


father died she inherited the shop. © He 


inherited £10,000 from his grandfather. 


inheritance /1n'herit(a)ns/ noun prop- 
erty which is received from a dead person 


inheritance tax /in'herit(9)ns tæks/ 
noun tax payable on wealth or property 
worth above a certain amount and inherit- 
ed after the death of someone. The current 
threshold is £250,000, and the estate is li- 
able for 40% tax on the excess amount. 
Abbreviation IHT (NOTE: The US term is 
death duty.) 

in-house /,1n 'haus/ adverb, adjective 
done by someone employed by a compa- 
ny on their premises, not by an outside 
contractor O the in-house staff O We do all 
our data processing in-house. 


in-house training /,1n haus 'trem1y/ 
noun training given to employees at their 
place of work 
initial /1'ntf()l/ adjective first or start- 
ing O The initial response to the TV ad- 
vertising has been very good. ™@ verb to 
write your initials on a document to show 
you have read it and approved O fo initial 
an amendment to a contract O Please in- 
itial the agreement at the place marked 
with an X. 
“...the founding group has subscribed NKr 
14.5m of the initial NKr 30m share capi- 
tal’ [Financial Times] 
“...career prospects are excellent for 
someone with potential, and initial salary 
is negotiable around $45,000 per annum’ 
[Australian Financial Review] 


initial capital 
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initial capital /1,n1f(o)l 'keprt(o)l/ 
noun capital which is used to start a busi- 
ness 

initial public offering /1,n1J(o)l 
pablik 'pf(a)rin/ noun US the process 
of offering new shares in a corporation for 
sale to the public as a way of launching 
the corporation on the Stock Exchange. 
Abbreviation IPO (NOTE: The UK term is 
offer for sale.) 

initials /1'n1f(0)lz/ plural noun a first 
letters of the words in a name O What do 
the initials IMF stand for? O The chair- 
man wrote his initials by each alteration 
in the contract he was signing. 

initial sales /1,n1f(a)l ‘serlz/ plural 
noun the first sales of a new product 
initial yield /1,n1f(o)l 'jizld/ noun the 
estimated yield of an investment fund at 
the time when it is launched 

initiate /1'ntfiert/ verb to start © to ini- 
tiate discussions 

initiative /1'ntfativ/ noun the decision 
to start something o to take the initiative 
to decide to do something 

inject /in'd3ekt/ verb o to inject capi- 
tal into a business to put money into a 
business 

injection /in'dzekfan/ noun o a capi- 
tal injection of £100,000 or an injection 
of £100,000 capital putting £100,000 
into an existing business 

injunction /mn'd3ankfon/ noun a court 
order telling someone not to do some- 
thing O He got an injunction preventing 
the company from selling his car. O The 
company applied for an injunction to stop 
their rival from marketing a similar prod- 
uct. 

injure /'tnd39/ verb to hurt someone O 
Two workers were injured in the fire. 
injured party /,ınd3əd 'pa:ti/ noun a 
party in a court case which has been 
harmed by another party 

injury /‘tnd3ari/ noun hurt caused to a 
person 

injury benefit /'ındzəri ,benıfıt/ noun 
money paid to an employee who has been 
hurt at work 

inkjet printer /,1nkd3et 'prints/ noun 
a printer which prints by sending a jet of 
ink onto the paper to form the characters 
(they give very good results, but cannot be 
used for multipart stationery) 






































inland /‘mlond/ adjective inside a coun- 
try 
inland carrier /,nlond 'keria/ noun 
US company which transports goods 
from a port to a destination inside the 
country 
inland freight charges /,1nlond 
'frert ,tfa:d31z/ plural noun charges for 
carrying goods from one part of the coun- 
try to another 
inland port /,mnlond 'po:t/ noun a port 
on a river or canal 
inland postage /nlond 'poustid3/ 
noun postage for a letter to another part of 
the same country 
Inland Revenue /,1nlond 'revanju:/ 
noun a British government department 
dealing with taxes such as income tax, 
corporation tax, capital gains tax, inherit- 
ance tax, etc., but not duties, such as VAT, 
which are collected by the Customs and 
Excise O He received a letter from the In- 
land Revenue. (NOTE: The US term is In- 
ternal Revenue Service or IRS.) 
innovate /'ınəuvert/ verb to bring in 
new ideas or new methods 
innovation /,1mo'verf(9)n/ noun the 
development of new products or new 
ways of selling 
innovative /'mnovertiv/ adjective re- 
ferring to a person or thing which is new 
and makes changes 
“...small innovative companies in IT have 
been hampered for lack of funds’ 
[Sunday Times] 
innovator /'ınəvertə/ noun 1. a person 
or company that brings in new ideas and 
methods 2. a person who buys a new 
product first 
input /‘input/ noun what is contributed 
to an activity or project O The amount of 
staff input in the company magazine is 
small. o input of information, computer 
input data fed into a computer m verb 
to input information to put data into a 
computer 
input lead /‘mput li:d/ noun a lead for 
connecting the electric current to a ma- 
chine 
inputs /'ınputs/ plural noun goods or 
services bought by a company and which 
may be liable to VAT 
input tax /‘mput teks/ noun VAT 
which is paid by a company on goods or 
services bought 
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inquire /tn'kwato/ verb to ask ques- 
tions about something O He inquired if 
anything was wrong. O She inquired 
about the mortgage rate. o ‘inquire with- 
in’ ask for more details inside the office 
or shop 
inquire into phrasal verb to investigate 
or try to find out about something O We 
are inquiring into the background of the 
new supplier. 
inquiry /in'kwatori/ noun a request for 
information about a product 
inquiry office /m'kwatoeri ,vf1s/ noun 
an office which members of the public 
can go to to have their questions answered 
inquorate /in'kwo:rert/ adjective 
without a quorum 
COMMENT: If there is a quorum at a meet- 
ing, the meeting is said to be ‘quorate’; if 
there aren’t enough people present to 
make a quorum, the meeting is ‘in- 
quorate’. 
insert noun /'nss:t/ a form or leaflet 
which is put inside something, usually a 
magazine or newspaper o an insert in a 
magazine mailing, a magazine insert an 
advertising sheet put into a magazine 
when it is mailed m verb /In'ss:t/ to put 
something in O to insert a clause into a 
contract O to insert a publicity piece into 
a magazine mailing 
in-service training /,m ,s3ivIs 
‘tremin/ noun the training of staff while 
they are employed by an organisation O 
Management trainees will draw full sala- 
ries during the period of their in-service 
training. Abbreviation INSET 
inside /in'said/ adjective, adverb in, 
especially in a company’s office or build- 
ing O We do all our design work inside. m 
preposition in O There was nothing inside 
the container. O We have a contact inside 
our rival’s production department who 
gives us very useful information. 
inside director /,1isaid dar'rekto/ 
noun a director who works full-time in a 
corporation, as opposed to an outside di- 
rector 
inside information /,1nsaid ,info 
'merf(a)n/ noun information which is 
passed from people working in a compa- 
ny to people outside, and which can be 
valuable to investors in the company 
insider /m'satda/ noun a person who 
works in an organisation and therefore 
knows its secrets 


























insider buying /1n,sardo 'di:l19/, in- 
sider dealing /1n,saido 'treidin/ noun 
the illegal buying or selling of shares by 
staff of a company or other persons who 
have secret information about the compa- 
ny’s plans 
inside worker /‘msaid ,w3:ka/ noun 
an employee who works in an office or 
factory 
insolvency /1n'splvansi/ noun the fact 
of not being able to pay debts. Opposite 
solvency o he was in a state of insol- 
vency he could not pay his debts 
“...hundreds of thrifts found themselves 
on the brink of insolvency after a deregu- 
lation programme prompted them to enter 
dangerous financial waters’ [Times] 
insolvent /m'spvlvant/ adjective not 
able to pay debts O The company was de- 
clared insolvent. (NOTE: see note at in- 
solvency) o he was declared insolvent 
he was officially stated to be insolvent 
COMMENT: A company is insolvent when 
its liabilities are higher than its assets; if 
this happens it must cease trading. 
inspect /m'spekt/ verb to examine in 
detail O to inspect a machine or an instal- 
lation O The gas board is sending an en- 
gineer to inspect the central heating sys- 
tem. O Officials from the DTI have come 
to inspect the accounts. to inspect 
products for defects to look at products 
in detail to see if they have any defects 
inspection /m'spekJan/ noun the 
close examination of something O to 
make an inspection or to carry out an in- 
spection of a machine or an installation O 
the inspection of a product for defects 
to issue an inspection order to order an 
official inspection 
inspection stamp = /in'spekJon 
steemp/ noun a stamp placed on some- 
thing to show it has been inspected 
inspector /in'spekta/ noun an official 
who inspects O The inspectors will soon 
be round to make sure the building is safe. 
inspectorate /in'spekt(a)rat/ noun 
all inspectors 
inspector of factories /m,spektor 
əv 'fækt(ə)riz/ noun a government offi- 
cial who inspects factories to see if they 
are safely run 
inspector of taxes /in,spektor ov 
'tæksız/ noun in the United Kingdom, an 
official who reports to the Board of Inland 
Revenue and is responsible for issuing tax 
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returns and assessments, agreeing tax lia- 
bilities, and conducting appeals on mat- 
ters of tax 


inspector of weights and meas- 
ures /In,spektor ov ,weits on 'me3oz/ 
noun a government official who inspects 
weighing machines and goods sold in 
shops to see if the quantities and weights 
are correct 

inst abbr instant o your letter of the 6th 
inst your letter of the 6th of this month 


instability /,msta'biliti/ noun the state 
of being unstable or moving up and down 
a period of instability in the money 
markets a period when currencies fluctu- 
ate rapidly 

install /tn'sto:1/ verb 1. to put a machine 
into an office or into a factory O We are 
planning to install the new machinery 
over the weekend. O They must install a 
new data processing system because the 
old one cannot cope with the mass of 
work involved. 2. to set up a piece of ma- 
chinery or equipment, e.g. a new compu- 
ter system, so that it can be used 3. to con- 
figure a new computer program to the ex- 
isting system requirements 

installation /,mnsto'lerf(a)n/ noun 1. 
the act of putting new machines into an 
office or a factory O to supervise the in- 
stallation of new equipment 2. machines, 
equipment and buildings O Harbour in- 
stallations were picketed by striking dock- 
ers. O The fire seriously damaged the oil 
installations. 3. the act of setting up a 
piece of equipment 


installment /in'sto:lmont/ noun US 
spelling of instalment 


installment = plan = /tn'sto:lmont 
plen/, installment sales /1n'sto:lmont 
seilz/, installment buying /in 
‘stoulmont ,barmn/ noun US a system of 
buying something by paying a sum regu- 
larly each month O to buy a car on the in- 
stallment plan (NOTE: The UK term is 
hire purchase.) 


instalment /in'sto:Imant/ noun a part 
of a payment which is paid regularly until 
the total amount is paid O The first instal- 
ment is payable on signature of the agree- 
ment. (NOTE: The US spelling is install- 
ment.) c the final instalment is now due 
the last of a series of payments should be 
paid now o to pay £25 down and month- 
ly instalments of £20 to pay a first pay- 


















































ment of £25 and the rest in payments of 
£20 each month o to miss an instalment 
not to pay an instalment at the right time 


instance /'ınstəns/ noun a particular 
example or case O In this instance we will 
overlook the delay. 


instant /'Instont/ adjective 1. immedi- 
ately available O Instant credit is availa- 
ble to current account holders. 2. this 
month o our letter of the 6th instant our 
letter of the 6th of this current month 


instant access account /,1nstont 
'ækses 0,kaunt/ noun a deposit account 
which pays interest and from which you 
can withdraw money immediately with- 
out penalty 
institute /'ınstıtju:t/ noun a society or 
organisation which represents a particular 
profession or activity O the Institute of 
Chartered Accountants O the Chartered 
Institute of Personnel and Development m 
verb 1. to start anew custom or procedure 
O to institute a new staff payment scheme 
2. to start O to institute proceedings 
against someone 
institution /,mstr'tju:f(9)n/ noun an 
organisation or society set up for a partic- 
ular purpose. ù financial institution 
institutional /,msti'tju:S(a)n(2)l/ ad- 
jective referring to an institution, espe- 
cially a financial institution 
“,..during the 1970s commercial property 
was regarded by big institutional investors 
as an alternative to equities’ [Investors 
Chronicle] 
institutional buying 
/\mmstitju:f(a)n(a)l_ 'barm/ noun the 
buying of shares by financial institutions 
institutional buyout 
/,institjurf(a)n(a)l 'baraut/ noun a take- 
over of a company by a financial institu- 
tion, which backs a group of managers 
who will run it. Abbreviation IBO 
institutional investor 
/,institjurf(a)n(a)l m'vesta/ noun 1. a 
financial institution which invests money 
in securities 2. an organisation (such as a 
pension fund or insurance company) with 
large sums of money to invest 
instruct /n'strakt/ verb 1. to give an 
order to someone o to instruct someone 
to do something to tell someone official- 
ly to do something O He instructed the 
credit controller to take action. O The 






































foreman will instruct the men to stop 


211 


integration 








working. 2. o to instruct a solicitor to 
give information to a solicitor and to ask 
him to start legal proceedings on your be- 
half 

instruction /m'strakfan/ noun an or- 
der which tells what should be done or 
how something is to be used O She gave 
instructions to his stockbroker to sell the 
shares immediately. 0 to await instruc- 
tions to wait for someone to tell you what 
to do o to issue instructions to tell peo- 
ple what to do o in accordance with, ac- 
cording to instructions as the instruc- 
tions show 

instructor /m'strakta/ noun a person 
who shows how something is to be done 
O Two new instructors are needed for the 
training courses. O Distance learning can 
be carried out without instructors. 


instrument /‘Instrumont/ noun 1. a 
tool or piece of equipment O The techni- 
cian brought instruments to measure the 
output of electricity. 2. a legal document 


insufficient funds /,1msof1f(o)nt 
'fandz/ noun US same as non-suffi- 
cient funds 


insurable /in'fusrab(s)l/ adjective 
possible to insure 

insurance /in'fusrans/ noun an agree- 
ment that in return for regular payments 
called ‘premiums’, a company will pay 
compensation for loss, damage, injury or 
death O to take out insurance O Repairs 
will be paid for by the insurance. o to 
take out an insurance against fire to pay 
a premium, so that, if a fire happens, com- 
pensation will be paid o to take out an 
insurance on the house to pay a premi- 
um, so that, if the house is damaged, com- 
pensation will be paid o the damage is 
covered by the insurance the insurance 
company will pay for the damage o to 
pay the insurance on a car to pay premi- 
ums to insure a car 

insurance agent /m'fuərəns 
,erdzont/, insurance broker /in 
'fuərəns ,brauko/ noun a person who ar- 
ranges insurance for clients 

insurance certificate /in'fuarans sə 
,tiftkot/ noun a document from an insur- 
ance company showing that an insurance 
policy has been issued 

insurance claim /in'fuorans klerm/ 
noun a request to an insurance company 
to pay compensation for damage or loss 

























































































insurance company /1n'fuorens 
“kamp(a)ni/ noun a company whose 
business is insurance 

insurance contract /in'fuərəns 
ikontreekt/ noun an agreement by an in- 
surance company to insure 

insurance cover /in'fuərəns ,kavə/ 
noun protection guaranteed by an insur- 
ance policy O Do you have cover against 
theft? 

insurance policy /m'fuorons ,polisi/ 
noun a document which shows the condi- 
tions of an insurance contract 
insurance premium /1n'fusrans 
\prizmiom/ noun an annual payment 
made by a person or a company to an in- 
surance company 

insurance rates /m'fuorons reits/ 
plural noun the amount of premium 
which has to be paid per £1000 of insur- 
ance 

insurance salesman /in'fusrons 
,Setlzmon/ noun a person who encourag- 
es clients to take out insurance policies 
insure /1n'Jua/ verb to have a contract 
with a company whereby, if regular small 
payments are made, the company will pay 
compensation for loss, damage, injury or 
death O to insure a house against fire O to 
insure someone’s life O to insure baggage 
against loss O to insure against loss of 
earnings O She was insured for £100,000. 
the sum insured the largest amount of 
money that an insurer will pay under an 
insurance 

insurer /m'fuərə/ noun a company 
which insures (NOTE: For life insurance, 
UK English prefers to use assurer.) 
intangible /ın'tændzıb(ə)l/ adjective 
not possible to touch 

intangible assets /1n,teand31b(o)l 
'æsets/, intangibles /n'tzend31b(a)lz/ 
plural nounassets which have a value, but 
which cannot be seen, e.g. goodwill, or a 
patent or a trademark 

intangible fixed assets /in 
iteend3ib(9)l fikst 'æsets/ plural noun 
assets which have a value, but which can- 
not be seen, e.g. goodwill, copyrights, 
patents or trademarks 

integrate /'ıntıgrert/ verb to link 
things together to form one whole group 
integration /,1tr'gre1f(9)n/ noun the 
act of bringing several businesses togeth- 
er under a central control 
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COMMENT: In a case of horizontal integra- 
tion, a large supermarket might take over 
another smaller supermarket chain; on 
the other hand, if a supermarket takes 
over a food packaging company the inte- 
gration would be vertical. 
intellectual assets /,mt1,lektJuol 
'æsets/ plural noun the knowledge, expe- 
rience, and skills possessed by its em- 
ployees that an organisation can use for 
its own benefit 


intellectual property /1nt1,lektjuol 
'propəti/ noun ideas, designs and inven- 
tions, including copyrights, patents and 
trademarks, that were created by and le- 
gally belong to an individual or an organ- 
isation (NOTE: Intellectual property is 
protected by law in most countries, and 
the World Intellectual Property Organi- 
sation is responsible for harmonising the 
law in different countries and promoting 
the protection of intellectual property 
rights.) 

intend /in'tend/ verb to plan or to ex- 
pect to do something O The company in- 
tends to open an office in New York next 
year. O We intend to offer jobs to 250 un- 
employed young people. 

intensive farming —__/n,tensiv 
‘farmin/ noun farming small areas of ex- 
pensive land, using machines and fertiliz- 
ers to obtain high crops 

intent /m'tent/ noun something that 
someone plans to do 

inter- /into/ prefix between o inter- 
company dealings dealings between two 
companies in the same group o inter- 
company comparisons comparing the 
results of one company with those of an- 
other in the same product area 
interactive /,mtor'ektiv/ adjective 1. 
allowing the customer and seller to influ- 
ence the presentation of information or 
the development of strategies 2. referring 
to an online service, software program or 
television system that allows users to send 
information or instructions to it 
inter-bank loan /,1nto beyk 'ləun/ 
noun a loan from one bank to another 
inter-city /,nto 'siti/ adjective be- 
tween cities O Inter-city train services are 
often quicker than going by air. 

interest /'‘mtrast/ noun 1. special atten- 
tion O The buyers showed a lot of interest 
in our new product range. 2. payment 
made by a borrower for the use of money, 


























calculated as a percentage of the capital 
borrowed o high interest, low interest 
interest at a high or low percentage 3. 
money paid as income on investments or 
loans O to receive interest at 5% O the 
loan pays 5% interest O deposit which 
yields or gives or produces or bears 5% 
interest O account which earns interest at 
10% or which earns 10% interest O The 
bank pays 10% interest on deposits. 4. a 
part of the ownership of something, e.g. if 
you invest money in a company you ac- 
quire a financial share or interest in it o to 
acquire a substantial interest in the 
company to buy a large number of shares 
in a company o to declare an interest to 
state in public that you own shares in a 
company being discussed or that you are 
related to someone who can benefit from 
your contacts m verb to attract someone’s 
attention O She tried to interest several 
companies in her new invention. O The 
company is trying to interest a wide range 
of customers in its products. o interested 
in paying attention to O The managing di- 
rector is interested only in increasing 
profitability. 

interest-bearing deposits /,1ntrast 
,beəry di'pozits/ plural noun deposits 
which produce interest 

interest charges /'intrəst ,tfa:d31z/ 
plural noun money paid as interest on a 
loan 


interest coupon /‘introst ,ku:pon/ 
nouna slip of paper attached to a govern- 
ment bond certificate which can be 
cashed to provide the annual interest 


interested party /,1ntrestid 'pa:ti/ 
noun a person or company with a finan- 
cial interest in a company 

interest-free credit /1ntrost fri: 
'kredit/ noun a credit or loan where no 
interest is paid by the borrower O The 
company gives its staff interest-free loans. 


interest rate /‘mntrast rert/ noun a fig- 
ure which shows the percentage of the 
capital sum borrowed or deposited which 
is to be paid as interest. Also called rate 
of interest 
“...since last summer American interest 
rates have dropped by between three and 
four percentage points’ [Sunday Times] 
“...a lot of money is said to be tied up in 
sterling because of the interest-rate differ- 
ential between US and British rates’ 
[Australian Financial Review] 
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interface /'ıntəfers/ noun 1. the link 
between two different computer systems 
or pieces of hardware 2. a point where 
two groups of people come into contact W 
verb to meet and act with O The office 
PCs interface with the computer at head 
office. 
interfere /,1nto'ft1o/ verb to get involved 
in or try to change something which is not 
your concern 
interference /,mto'fiorans/ noun the 
act of interfering O The sales department 
complained of continual interference 
from the accounts department. 
interfirm co-operation /,mtofs:m 
kau ,ppərerf(ə)n/ noun co-operation be- 
tween business organisations to enable 
them to achieve common goals more effi- 
ciently. Interfirm co-operation usually 
takes the form of a joint venture, strategic 
alliance or strategic partnering arrange- 
ment. 
interim /‘intorim/ adjective made, 
measured or happening in the middle of a 
period, such as the financial year, and be- 
fore the final result for the period is avail- 
able m noun a statement of interim profits 
or dividends o in the interim meanwhile, 
for the time being 
“...the company plans to keep its annual 
dividend unchanged at 7.5 per share, 
which includes a 3.75 interim payout’ 
[Financial Times] 
interim dividend /,1ntorm ‘divi 
,dend/ noun a dividend paid at the end of 
a half-year 
interim payment /intormm 
‘permont/ noun a payment of part of a 
dividend 
interim report /,mtorm ri'po:t/, in- 
terim statement /,1ntorim 'stertmont/ 
noun a report given at the end of a half- 
year 
intermediary /,mto'mi:diari/ noun a 
person who is the link between people or 
organisations who do not agree or who 
are negotiating O He refused to act as an 
intermediary between the two directors. 
COMMENT: Banks, building societies and 
hire purchase companies are all types of 
financial intermediaries. 
internal /in't3:n(9)I/ adjective 1. inside 
a company o we decided to make an in- 
ternal appointment we decided to ap- 
point an existing member of staff to the 
post, and not bring someone in from out- 


























side the company 2. inside a country or a 
region 

internal audit /in,ts:n(a)l  'o:dit/ 
noun an audit carried out by a department 
inside the company 

internal audit department /mn 
it3in(o)l 'ordit di,partment/ noun a de- 
partment of a company which examines 
the internal accounting controls of that 
company 

internal auditor /1n,ts:n(0)l 'o:dito/ 
noun a member of staff who audits a com- 
pany’s accounts 


internal differentiation analysis 
/in,t3:n(a)l diforenfi,erf(a)n ə 
'næləsıs/ noun analysis of the processes 
involved in the value chain in order to find 
out which of them make the product dif- 
ferent as far as customers are concerned 
and so increase its value. By using inter- 
nal differentiation analysis an organisa- 
tion can focus on improving the most im- 
portant aspects of the value-creation proc- 
ess to maximise its competitive 
advantage. 


internal flight /in,ts:n(0)I 'flart/ noun 
a flight to a town inside the same country 


internal growth /1n,t3:n(0)l 'grau0/ 
noun the development of a company by 
growing its existing business with its own 
finances, as opposed to acquiring other 
businesses. Also called organic growth. 
Opposite external growth 


internalisation /in,tsmolar 
'ze1f(a)n/, internalization noun a proc- 
ess by which individuals identify infor- 
mation which is relevant to them person- 
ally and so acquire values and norms 
which allow them to make decisions 


internally /1n't3:n(o)l1/ adverb inside a 
company O The job was advertised inter- 
nally. o the job was advertised internal- 
ly the job was advertised inside the com- 
pany, but not in a public place such as a 
newspaper 

Internal Revenue Service /in 
itsin(9)l 'revənju: ,s3ivis/ noun US in 
the United States, the branch of the feder- 
al government charged with collecting the 
majority of federal taxes. Abbreviation 
IRS 


internal telephone = /in,ts:n(o0)l 
'telifəun/ noun a telephone which is 
linked to other telephones in an office 
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internal trade /in,ta:n(9)l 'trerd/ 
noun trade between various parts of a 
country. Opposite external trade 
international /,mto'nzJ(a)nol/ adjec- 
tive working between countries 
international call /,mtonzJ(a)nol 
'korl/ noun a telephone call to another 
country 

international (dialling) code 
/ intone (a)noal 'datalin koud/ noun the 
part of a telephone number used for dial- 
ling to another country 

international direct dialling /ıntə 
næf(ə)nəl dar,rekt '‘daralin koud/ 
noun a system by which you can tele- 
phone direct to a number in another coun- 
try without going through the operator. 
Abbreviation IDD 

International Labour Organiza- 
tion /Intənæf(ə)nəl 'lerbər o:ganar 
,zelf(a)n/ noun a section of the United 
Nations which tries to improve working 
conditions and workers’ pay in member 
countries. Abbreviation ILO 
international law /,1mtonef(a)nol 
'‘lo:/ noun laws referring to the way coun- 
tries deal with each other 

international lawyer 
/intonef(a)nal 'lorja/ noun a person 
who specialises in international law 
international management /,nto 
ne J(a)nol 'mzenid3mont/ noun 1. the 
management of an organisation’s produc- 
tion or market interests in other countries 
by either local or expatriate staff 2. the 
management of a multinational business, 
made up of formerly independent organi- 
sations 3. the particular type of skills, 
knowledge and understanding needed by 
managers who are in charge of operations 
that involve people from different coun- 
tries and cultures 

International Monetary Fund 
/intonef(eynol 'manit(a)ri —,fand/ 
noun a type of bank which is part of the 
United Nations and helps member states 
in financial difficulties, gives financial 
advice to members and encourages world 
trade. Abbreviation IMF 

international monetary system 
/intonef(aynel 'manıt(ə)ri ,sıstəm/ 
noun methods of controlling and ex- 
changing currencies between countries 
international (postal) reply cou- 
pon /mnto,nef(a)nol ,pəust(ə)l rr'plar 


»kurppn/ noun a coupon which can be 
used in another country to pay the postage 
of replying to a letter O He enclosed an 
international reply coupon with his letter. 


international reserves  /,into 
nzf(a)nol r1'z3:vs/ plural noun same as 
foreign currency reserves 


international trade /,ıntənæf(ə)nəl 
'trerd/ noun trade between different 
countries 


Internet /‘intanet/ noun an internation- 
al network linking thousands of comput- 
ers using telephone links O Much of our 
business is done on the Internet. O Inter- 
net sales form an important part of our 
turnover. O He searched the Internet for 
information on cheap tickets to the USA. 
“...they predict a tenfold increase in sales 
via internet or TV between 1999 and 
2004’ [Investors Chronicle] 
“...in two significant decisions, the Secu- 
rities and Exchange Board of India today 
allowed trading of shares through the In- 
ternet and set a deadline for companies to 
conform to norms for good corporate gov- 
ernance’ [The Hindu] 


Internet marketing _/‘intanet 


smarkitiy/ noun the marketing of prod- 
ucts or services over the Internet 


Internet security /,mtonet sı 
'kjuoriti/ noun the means used to protect 
websites and other electronic files against 
attacks by hackers and viruses and to en- 
sure that business can be safely conducted 
over the Internet 


Internet selling /‘mntonet selrn/ 
noun the act of selling of goods or servic- 
es over the Internet 


interoperability /,mto,vporo'brliti/ 
noun the ability of products made by dif- 
ferent manufacturers to work together ef- 
ficiently 

interpersonal skills 
/,intopsis(a)n(a)l_ 'skilz/ plural noun 
skills used when communicating with 
other people, especially when negotiating 
interpret /mn'ts:prit/ verb to translate 
what someone has said into another lan- 
guage O My assistant knows Greek, so he 
will interpret for us. 


interpreter /1n'ts:prito/ noun a person 
who translates what someone has said 
into another language O My secretary will 
act as interpreter. 
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Interstate Commerce Commis- 
sion /,mntostert 'koms:s ko,m1f(9)n/ 
noun US a federal agency which regu- 
lates business activity involving two or 
more of the states in the US. Abbreviation 
ICC 
intervene /,1nta'viin/ verb to try to 
make a change in a situation in which you 
have not been involved before o to inter- 
vene in a dispute to try to settle a dispute 
intervention /,into'venfan/ noun 1. 
the act of becoming involved in a situa- 
tion in order to change it O the central 
bank’s intervention in the banking crisis 
O the government’s intervention in the la- 
bour dispute 2. an action taken by an out- 
side agent to change the structure of a 
large company 
intervention price /,mto'venJ(9)n 
prais/ noun a price at which the EU will 
buy farm produce which farmers cannot 
sell, in order to keep prices high 
interview /‘Intovju:/ noun 1. a meeting 
in order to talk to a person who is apply- 
ing for a job to find out whether they are 
suitable for it O We called six people for 
interview. O I have an interview next week 
or I am going for an interview next week. 
2. a meeting in order to ask a person ques- 
tions as part of an opinion poll m verb to 
talk to a person applying for a job to see if 
they are suitable O We interviewed ten 
candidates, but found no one suitable. 
interviewee /,1ntovju:'i:/ noun the 
person who is being interviewed O The 
interviewer did everything to put the in- 
terviewee at ease. O The interviewees 
were all nervous as they waited to be 
called into the interview room. 
interviewer /‘intovjuro/ noun the per- 
son who is conducting an interview 
inter vivos /into 'virvaus/ phrase a 
Latin phrase, ‘between living people’ 
intestacy /in'testasi/ noun the state of 
having died without having made a will 
intestate /in'testot/ adjective o to die 
intestate to die without having made a 
will 
COMMENT: When someone dies intes- 
tate, the property automatically goes to 
the parents or siblings of an unmarried 
person or, if married, to the surviving 
partner, unless there are children. 
intranet /‘Intronet/ noun a network of 
computers and telephone links that uses 
Internet technology but is accessible only 


























to the employees of a particular organisa- 
tion 

in transit /,1n 'treenzit/ adverb 
in transit goods being transported 

in tray /'ın tret/ noun a basket on a desk 
for letters or memos which have been re- 
ceived and are waiting to be dealt with 
introduce /,1ntro'dju:s/ verb to make 
someone get to know somebody or some- 
thing o to introduce a client to bring ina 
new client and make them known to 
someone o to introduce a new product 
on the market to produce a new product 
and launch it on the market 
introduction /,mtro'dakJfon/ noun 1. 
a letter making someone get to know an- 
other person O Pll give you an introduc- 
tion to the MD — he is an old friend of 
mine. 2. the act of bringing into use o the 
introduction of new technology putting 
new machines (usually computers) into a 
business or industry 

introductory offer /,mtrodakt(o)ri 
‘pfa/ noun a special price offered on a 
new product to attract customers 

invalid /n'vælıd/ adjective not valid or 
not legal O This permit is invalid. O The 
claim has been declared invalid. 
invalidate /m'vzelidert/ verb to make 
something invalid O Because the compa- 
ny has been taken over, the contract has 
been invalidated. 

invalidation /m,vzli'derfan/ noun the 
act of making invalid 

invalidity /,mvoa'liditi/ noun the fact of 
being invalid O the invalidity of the con- 
tract 

invent /m'vent/ verb to make some- 
thing which has never been made before 
O She invented a new type of computer 
terminal. O Who invented shorthand? O 
The chief accountant has invented a new 
system of customer filing. 

invention /m'venJon/ noun 1. some- 
thing which has been invented O He tried 
to sell his latest invention to a US car 
manufacturer. 2. the creation of new 
products or processes which are then de- 
veloped for commercial use through inno- 
vation 

inventor /in'venta/ noun a person who 
invents something O He is the inventor of 
the all-plastic car. 

inventory /‘Invant(a)ri/ noun 1. espe- 
cially US all the stock or goods in a ware- 
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house or shop O to carry a high inventory 
O to aim to reduce inventory (NOTE: The 
UK term is stock.) o to take inventory 
to count and record the quantity of each 
item in a warehouse or shop 2. a list of the 
contents of a building such as a house for 
sale or an office for rent O to draw up an 
inventory of fixtures and fittings to 
agree the inventory to agree that the in- 
ventory is correct WE verb to make a list of 
stock or contents 
“...a warehouse needs to tie up less capital 
in inventory and with its huge volume 
spreads out costs over bigger sales’ 
[Duns Business Month] 
inventory control /'invənt(ə)ri kon 
,traul/ noun especially US a system of 
checking that there is not too much stock 
in a warehouse, but just enough to meet 
requirements 


invest /in'vest/ verb 1. to put money 
into shares, bonds, a building society, etc., 
hoping that it will produce interest and in- 
crease in value O He invested all his mon- 
ey in unit trusts. O She was advised to in- 
vest in real estate or in government bonds. 
to invest abroad to put money into 
shares or bonds in overseas countries 2. to 
spend money on something which you 
believe will be useful O to invest money in 
new machinery O to invest capital in a 
new factory 

“...we have substantial venture capital to 

invest in good projects’ [Times] 
investigate /m'vestigert/ verb to ex- 
amine something which may be wrong O 
The Serious Fraud Office has been asked 
to investigate his share dealings. 
investigation /m,vesti'gerf(a)n/ 
noun an examination to find out what is 
wrong O They conducted an investigation 
into petty theft in the office. 
investigator /m'vestigetta/ noun a 
person who investigates O government in- 
vestigator 
investment /in'vestmont/ noun 1. the 
placing of money so that it will produce 
interest and increase in value O They 
called for more government investment in 
new industries. O She was advised to 
make investments in oil companies. 2. a 
share, bond or piece of property bought in 
the hope that it will produce more money 
than was used to buy it o long-term in- 
vestment, short-term investment 
shares, etc., which are likely to increase in 





















































value over a long or short period o he is 
trying to protect his investments he is 
trying to make sure that the money he has 
invested is not lost 
‘.,. investment trusts, like unit trusts, con- 
sist of portfolios of shares and therefore 
provide a spread of investments’ 
[Investors Chronicle] 
“...investment companies took the view 
that prices had reached rock bottom and 
could only go up’ [Lloyd’s List] 
investment adviser /in'vestmont od 
,Vaizo/ noun a person who advises peo- 
ple on what investments to make 
investment company /in'vestmont 
'kamp(ə)ni/ noun company whose 
shares can be bought on the Stock Ex- 
change, and whose business is to make 
money by buying and selling stocks and 
shares 
investment grant /in'vestmont 
gra:nt/ noun a government grant to a 
company to help it to invest in new ma- 
chinery 
investment income /in'vestmont 
inkam/ noun income from investments, 
e.g. interest and dividends. Compare 
earned income 
Investment Management Regula- 
tory Organisation /mn,vestmont 
smenid3zmont 'regjulot(a)ri 
orgonaizelf(a)n/ noun a self-regulatory 
organisation which regulates managers of 
investment funds, such as pension funds, 
now part of the FSA. Abbreviation IMRO 
investment opportunities /m 
'vestmont ppo,tjuinotiz/ noun possi- 
bilities for making investments or sales 
which will be profitable 
investment trust /mn'vestmont trast/ 
noun a company whose shares can be 
bought on the Stock Exchange and whose 
business is to make money by buying and 
selling stocks and shares 
investor /in'vests/ noun a person who 
invests money 
invisible /1n'vizib(a)l/ adjective not re- 
corded or reflected in economic statistics 
invisible assets /1n, vizib(<)l 'æsets/ 
plural noun assets which have a value but 
which cannot be seen, e.g. goodwill or 
patents 
invisible earnings = /tn,vizib(o)l 
'sınınz/ plural noun foreign currency 
earned by a country by providing servic- 
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es, receiving interests or dividends, but 
not by selling goods 

invisible exports = /mn,vizab(o)l 
‘ekspo:ts/ plural noun services such as 
banking, insurance or tourism which do 
not involve selling a product and which 
are provided to foreign customers and 
paid for in foreign currency. Opposite 
visible exports 

invisible imports = /tn,vizib(o)l 
'Impo:tz/ noun services such as banking, 
insurance or tourism which do not involve 
selling a product and which are provided 
by foreign companies and paid for in local 
currency. Opposite visible imports 
invisibles /mn'vizib(9)lz/ plural noun 
invisible imports and exports 

invitation /,mvi'terf(9)n/ noun an act 
of asking someone to do something O to 
issue an invitation to someone to join the 
board O They advertised the invitation to 
tender for a contract. O Invitation to sub- 
scribe a new issue. 


invite /in'vait/ verb to ask someone to 
do something, or to ask for something O 
to invite someone to an interview O to in- 
vite someone to join the board O to invite 
shareholders to subscribe a new issue O 
to invite tenders for a contract 


invoice /‘invors/ noun a note asking for 
payment for goods or services supplied O 
your invoice dated November 10th © to 
make out an invoice for £250 O to settle or 
to pay an invoice O They sent in their in- 
voice six weeks late. o the total is paya- 
ble within thirty days of invoice the total 
sum has to be paid within thirty days of 
the date on the invoice W verb to send an 
invoice to someone O fo invoice a custom- 
er o we invoiced you on November 10th 
we sent you the invoice on November 
10th 

invoice clerk /‘invots klatk/ noun an 
office employee who deals with invoices 

invoice number /'ıinvors ,nambə/ 
noun the reference number printed on an 
invoice or order 

invoice price /‘Invots prats/ noun the 
price as given on an invoice, including 
any discount and VAT 

invoicing /'ınvorsıy/ noun the work of 
sending invoices O All our invoicing is 
done by computer. o invoicing in tripli- 
cate the preparation of three copies of in- 
voices 






































invoicing department /‘mvorsiy dr 
,paitmont/ noun the department in a 
company which deals with preparing and 
sending invoices 
inward /'ıinwəd/ adjective towards the 
home country 
inward bill /ınwəd 'brl/ noun a bill of 
lading for goods arriving in a country 
inward investment /,inwod in 
'vestmont/ noun an investment from 
outside a country, as when a foreign com- 
pany decides to set up a new factory there 
inward mission /1nwod 'mıf(o)n/ 
noun a visit to your home country by a 
group of foreign businesspeople 
IOU /,a1 av 'ju:/ noun ‘I owe you’, a 
signed document promising that you will 
pay back money borrowed O to pay a pile 
of IOUs O I have a pile of IOUs which 
need paying. 
irrecoverable /,1rt'kav(a)rab(a)l/ ad- 
jective not possible to get back 
irrecoverable debt ArI 
ikav(a)rab(a)l 'det/ noun a debt which 
will never be paid 
irredeemable /iri'di:mab(a)l/ adjec- 
tive not possible to redeem 
irredeemable bond /tr1,di:mob(a)! 
‘bond/ noun a government bond which 
has no date of maturity and which there- 
fore provides interest but can never be re- 
deemed at full value 
irregular /1'regjulo/ adjective not cor- 
rect or not done in the correct way O The 
shipment arrived with irregular docu- 
mentation. O This procedure is highly ir- 
regular. 
irregularities /1,regju'leritiz/ plural 
noun things which are not done in the 
correct way and which are possibly illegal 
O to investigate irregularities in the share 
dealings 
“...the group, which asked for its shares to 
be suspended last week after the discovery 
of accounting irregularities, is expected to 
update investors about its financial predic- 
ament by the end of this week’ [Times] 
irregularity /1,regju'leriti/ noun the 
fact of not being regular O the irregularity 
of the postal deliveries 
irrevocable /1'revakab(a)l/ adjective 
unchangeable 
irrevocable acceptance It 
tevokob(a)l ok'septons/ noun an ac- 
ceptance which cannot be withdrawn 


irrevocable letter of credit 
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irrevocable letter of credit /1 
revokob(a)l letar əv 'kredit/ noun a 
letter of credit which cannot be cancelled 
or changed, except if agreed between the 
two parties involved 


IRS abbr US Internal Revenue Service 


ISDN /,a es di: 'en/ noun a digital tele- 
phone network that supports advanced 
communications services and can be used 
for high-speed data transmission. Full 
form Integrated Services Digital Net- 
work 


island site /‘atlond sait/, island dis- 
play /‘ailond dis,plei/ noun an exhibi- 
tion stand separated from others O There 
are only two island sites at the exhibition 
and we have one of them. O An island site 
means that visitors can approach the 
stand from several directions. 


issue /'1fu:/ noun 1. the number of a 
newspaper or magazine O We have an ad 
in the January issue of the magazine. 2. 
an act of giving out new shares 3. a prob- 
lem being discussed O To bring up the 
question of VAT will only confuse the is- 
sue. D to have issues around to be con- 
cerned about something (informal) m 
verb to put out or to give out O to issue a 
letter of credit O to issue shares in a new 
company O to issue a writ against some- 
one O The government issued a report on 
London’s traffic. 
“...the company said that its recent issue 
of 10.5 per cent convertible preference 
shares at A$8.50 a share has been oversub- 
scribed’ [Financial Times] 
issued capital /1fu:d 'kæpıt(ə)l/ 
noun an amount of capital which is given 
out as shares to shareholders 
issued price /‘1fu:d prats/, issue 
price /'1fu: prais/ noun the price of 
shares in a new company when they are 
offered for sale for the first time 


issuer /'1fuo/ noun a financial institu- 
tion that issues credit and debit cards and 
maintains the systems for billing and pay- 
ment 

issuing /'ı fury/ adjective organising an 
issue of shares 














issuing bank /'‘1fury bæņk/ noun a 
bank which organizes the selling of 
shares in a new company 

IT abbr information technology 

item /‘attom/ noun 1. something for sale 
we are holding orders for out-of- 
stock items we are holding orders for 
goods which are not in stock O Please 














find enclosed an order for the following 


items from your catalogue. 2. a piece of 
information O items on a balance sheet 
the items on a profit and loss account 
the different entries on a profit and loss 
account o item of expenditure goods or 
services which have been paid for and ap- 
pear in the accounts 3. a point on a list 
we will now take item four on the agen- 
da we will now discuss the fourth point 
on the agenda 
itemise /‘aitomaiz/, itemize verb to 
make a detailed list of things O Itemising 
the sales figures will take about two days. 
itemised account /,aitomaizd ə 
‘kaunt/ noun a detailed record of money 
paid or owed 
itemised deductions /,attomaizd di 
'dakf(a)ns/ noun US deductions from a 
person’s taxable income which are listed 
on his tax return 
itemised invoice / artəmarzd 
'Invors/ noun an invoice which lists each 
item separately 
itemised statement /,artomaizd 
‘stertmont/ noun a bank statement 
where each transaction is recorded in de- 
tail 
itinerant worker /1,tinorant 'w3:ko/ 
noun a worker who moves from place to 
place, looking for work O Most of the 
workers hired during the summer are itin- 
erant workers. O Much of the seasonal 
work on farms is done by itinerant work- 
ers. 
itinerary /at'tmorari/ noun a list of 
places to be visited on one journey O a 
salesrep’s itinerary 
jack in phrasal verb to connect to 
something electronically, especially to 
connect to a network via a modem or 
similar device 
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jam /d3zm/ noun a blockage ™ verb to 
stop working or to be blocked O the paper 
feed has jammed O The switchboard was 
jammed with calls. (NOTE: jamming — 
jammed) 


Japanese management 
/,d3eponi:z 'mænıdzmənt/ noun a 
combination of management styles that 
emphasises human relations and team- 
working and advanced manufacturing 
techniques such as just-in-time produc- 
tion and total quality management which 
is credited with bringing about the Japa- 
nese economic miracle that began in the 
1960s (NOTE: Japanese management 
practices were studied in the rest of the 
world in the hope that other countries 
could imitate Japan’s economic suc- 
cess, but the downturn in the Japanese 
economy that began in the 1990s has 
forced the Japanese themselves to re- 
assess them.) 

jargon /'d3a:gən/ noun a special sort of 
language used by a trade or profession or 
particular group of people 

Jiffy bag® /'dzıfi bæg/ noun a trade 
name for a padded bag, used for sending 
items by post O She sent the diskettes ina 
Jiffy bag. 

JIT abbr just-in-time 

job /d3pb/ noun 1. a piece of work o to 
do a job of work to be given a job of 
work to do o to do odd jobs to do various 
pieces of work O He does odd jobs for us 
around the house. o to be paid by the job 
to be paid for each piece of work done 2. 
an order being worked on O We are work- 
ing on six jobs at the moment. O The ship- 
yard has a big job starting in August. 3. 
regular paid work O She is looking for a 
job in the computer industry. O He lost his 
job when the factory closed. O Thousands 
of jobs will be lost if the factories close 









































down. o to give up your job to resign or 
retire from your work o to look for a job 
to try to find work o to retire from your 
job to leave work and take a pension o to 
be out of a job to have no work 4. a diffi- 
culty O They will have a job to borrow the 
money they need for the expansion pro- 
gramme. O We had a job finding a quali- 















































fied secretary. 


‘...he insisted that the tax advantages he 
directed toward small businesses will help 
create jobs’ [Toronto Star] 
job analysis /'d3pb ə,næləsıs/ noun a 
detailed examination and report on the 
duties involved in a job 
job application /‘d3pb zpli,kerf(o)n/ 
noun the process of asking for a job in 
writing 
jobber /'d30bə/ noun o (stock) jobber 
formerly on the London Stock Exchange, 
a person who bought and sold shares from 
other traders 
“...warehouse clubs buy directly from 
manufacturers, eliminating jobbers and 
wholesale middlemen’ [Duns Business 
Month] 
jobbing /'dzob19/ noun 1. o (stock) 
jobbing formerly on the London Stock 
Exchange, the business of buying and 
selling shares from other traders 2. the 
practice of doing small pieces of work 


job centre /'d3pb ,senta/ noun a gov- 
ernment office which lists jobs which are 
vacant O There was a long queue of un- 
employed people waiting at the job cen- 
tre. 

job classification /'dzob klæsıfr 
„kerf (©)n/ noun the process of describing 
jobs listed in various groups 

jobclub /'dzpbklab/ noun an organisa- 
tion which helps its members to find jobs 
O Since joining the jobclub she has im- 
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proved her interview techniques and 
gained self-confidence. 


job creation scheme /,d3pb kri 
'erf(ə)n ,skiim/ noun a government- 
backed scheme to make work for the un- 
employed 

job cuts /'dzob kats/ plural noun re- 
ductions in the number of jobs 


job description /‘d3pb di,skripfan/ 
noun a description of what a job consists 
of and what skills are needed for it O The 
letter enclosed an application form and a 
job description. 

job evaluation /'d3pb tveelju,e1f(9)n/ 
noun the process of examining different 
jobs within an organisation to see what 
skills and qualifications are needed to car- 
ry them out 


jobless /'d3vblas/ plural noun people 
with no jobs, the unemployed (NOTE: 
takes a plural verb) 
“...the contradiction between the jobless 
figures and latest economic review’ 
[Sunday Times] 
job losses /'d3pb_ ,lns1z/ noun jobs 
which no longer exist because workers 
have been made redundant 


job lot/,d3b 'lot/ noun a group of mis- 
cellaneous items sold together O They 
sold the household furniture as a job lot. 
job opening /‘d3pb ,aup(a)nin/ noun 
a job which is empty and needs filling O 
We have job openings for office staff. 
job opportunities /'dzob pə 
,tjumitiz/ plural noun new jobs which 
are available O The increase in export or- 
ders has created hundreds of job opportu- 
nities. 


job performance /'d3pb po,fo:mons/ 
noun the degree to which a job is done 
well or badly 


job satisfaction /'dzob sætis 
feek fon/ noun an employee’s feeling that 
he or she is happy at work and pleased 
with the work he or she does 

job security /'d3pb s1,kjuoriti/ noun 
the likelihood that an employee will keep 
his or her job for a long time or until re- 
tirement 

job sharing /‘d3pb ,Jeartn/ noun a sit- 
uation where one job is carried out by 
more than one person, each working part- 
time 


job specification /'d3pb 
\Sspesifikeif(9)n/ noun a very detailed 
description of what is involved in a job 


job title /'dzob ,tart(9)l/ noun the name 
given to the person who does a particular 
job O Her job title is ‘Chief Buyer’. 

job vacancy /'d3pb ,vetkonsi/ noun a 
job which is available for somebody to do 


join /dzo1n/ verb 1. to put things togeth- 
er O The offices were joined together by 
making a door in the wall. © If the paper 
is too short to take all the accounts, you 
can join an extra piece on the bottom. 2. 
to join a firm to start work with a com- 
pany o she joined on January Ist she 
started work on January 1st 3. o to join 
an association, a group to become a 
member of an association or a group O All 
the staff have joined the company pension 
plan. O He was asked to join the board. O 
Smith Ltd has applied to join the trade as- 
sociation. 


joint /d3o1nt/ adjective 1. carried out or 
produced together with others O a joint 
undertaking o joint discussions discus- 
sions between management and workers 
before something is done 2. one of two or 
more people who work together or who 
are linked O They are joint beneficiaries 
of the will. O She and her brother are joint 
managing directors. O The two countries 
are joint signatories of the treaty. 

joint account /‘d3oimt 9,kaunt/ noun 
a bank or building society account shared 
by two people O Many married couples 
have joint accounts so that they can pay 


















































for household expenses. 


joint commission of inquiry 
/d3o1nt ko,m1f(9)n əv in'kwatori/ noun 
a commission or committee with repre- 
sentatives of various organisations on it 
jointly /‘d3omtli/ adverb together with 
one or more other people O to own a prop- 
erty jointly O to manage a company joint- 
ly O They are jointly liable for damages. 
joint management /,d3oint 
‘menid3mont/ noun management done 
by two or more people 

joint ownership /,d3omt 'sunoJrp/ 
noun the owning of a property by several 
owners 

joint-stock bank /,dgjomt 'stok 
\beenk/ noun a bank which is a public 
company quoted on the Stock Exchange 
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joint-stock company /‘d3omt stok 
ikamp(o)ni/ noun formerly, a public 
company whose shares were owned by 
very many people. Now called a Public 
Limited Company or Plc. 

joint venture /d3oint 'ventfa/ noun a 
situation where two or more companies 
join together for one specific large busi- 
ness project 

journal /'d33:n(a)I/ noun 1. a book with 
the account of sales and purchases made 
each day 2. a magazine 

journalist /'d33:n(o)list/ noun a per- 
son who writes for a newspaper 
journey /'d33:ni/ noun a long trip, es- 
pecially a trip made by a salesperson O 
She planned her journey so that she could 
visit all her accounts in two days. 
journey order /'d33:ni ,o:da/ noun an 
order given by a shopkeeper to a salesper- 
son when they call 

journey planning /‘d33:ni_,plentn/ 
noun the act of planning what calls a 
salesperson will make and how they will 
be reached most efficiently, giving priori- 
ty to the more profitable accounts O The 
sales manager will stress how good jour- 
ney planning will save precious time. O 
Inefficient journey planning means miles 
of unnecessary travelling for the sales 
force every day. 

judge /d3ad3/ noun a person who de- 
cides in a legal case O The judge sent him 
to prison for embezzlement. ™ verb to 
make an assessment about someone or 
something © to judge an employee’s man- 
agerial potential O He judged it was time 
to call an end to the discussions. 
judgement /'d3ad3mont/, judgment 
noun a legal decision or official decision 
of a court o to pronounce judgement, to 
give your judgement on something to 
give an official or legal decision about 
something 

judgement debtor /'d3ad3mont 
,deta/ noun a debtor who has been or- 
dered by a court to pay a debt 

judicial /dzu:'dif(a)l/ adjective refer- 
ring to the law 

judicial processes /d3u:,dif(o)l 
‘prousesiz/ plural noun the ways in 
which the law works 

jump /d3amp/ noun a sudden rise O a 
jump in the cost-of-living index O There 
was a jump in unemployment figures in 














December. & verb 1. to go up suddenly O 
Oil prices have jumped since the war 
started. O Share values jumped on the 
Stock Exchange. 2. to go away suddenly 
to jump the gun to start to do something 
too early or before you should o to jump 
the queue to go in front of someone who 
has been waiting longer O They jumped 
the queue and got their export licence be- 


























fore we did. 


junior /‘d3u:nia/ adjective 1. younger 
or lower in rank o John Smith, Junior 
the younger John Smith (i.e. the son of 
John Smith, Senior) 2. less important than 
something else noun a barrister who is 
not a Queen’s counsel 
junior clerk /,d3u:nia 'kla:k/ noun a 
clerk, usually young, who has lower sta- 
tus than a senior clerk 
junior executive /'dzw:niə 1g 
'zekjutiv/, junior manager /'d3u:nio 
'mænıd3ə/ noun a young manager in a 
company 
junior management = /,d3u:nia 
'meenid3mont/ noun the managers of 
small departments or deputies to depart- 
mental managers 
junior partner /,d3u:nio 'pa:tno/ 
noun a person who has a small part of the 
shares in a partnership 
junior staff /,dzu:nio 'sta:f/ noun 1. 
younger members of staff 2. people in 
less important positions in a company 
junk bond /'d3ank bond/ noun a high- 
interest bond raised as a debenture on the 
security of a company which is the sub- 
ject of a takeover bid 
“...the big US textile company is running 
deep in the red, its junk bonds are trading 
as low as 33 cents on the dollar’ 
[Wall Street Journal] 
junk mail /'d3ank metl/ noun 1. unso- 
licited advertising material sent through 
the post and usually thrown away imme- 
diately by the people who receive it 2. un- 
solicited advertising material sent by 
email 
jurisdiction /,d3uorts'dikfan/ noun 
within the jurisdiction of the court in 
the legal power of a court 
just-in-time /'dgastin'tarm/ noun a 
system in which goods are made or pur- 
chased just before they are needed, so as 
to avoid carrying high levels of stock. Ab- 
breviation JIT 




















K 





K abbreviation one thousand o ‘salary: 
£20K+’ salary more than £20,000 per an- 
num 


kaizen /,kat'zen/ noun the Japanese 
term for the continuous improvement of 
current working methods and processes. 
Kaizen makes use of a range of tech- 
niques, including small-group problem- 
solving, suggestion schemes, statistical 
analysis, brainstorming, and work studies 
to eliminate waste and encourage innova- 
tion and working to new standards. 
(NOTE: Kaizen is derived from the words 
‘kai’, meaning ‘change’, and ‘zen’, 
meaning ‘good’ or ‘for the better’.) 
KBG abbr keiretsu business group 

KD abbr knockdown 

keen /ki:n/ adjective o keen prices pric- 
es which are kept low so as to be compet- 


itive O Our prices are the keenest on the 
market. 























keep /ki:p/ verb 1. to go on doing some- 
thing O They kept working, even when the 
boss told them to stop. O The other secre- 
taries complain that she keeps singing 
when she is typing. 2. to do what is neces- 
sary for something o to keep an appoint- 
ment to be there when you said you 
would be o to keep the books of a com- 
pany, to keep a company’s books to note 
the accounts of a company accurately 3. 
to hold items for sale or for information 
we always keep this item in stock we al- 
ways have this item in our warehouse or 
shop 4. to hold things at some level O to 
keep spending to a minimum O We must 
keep our mailing list up to date. O The 
price of oil has kept the pound at a high 
level. O Lack of demand for the product 
has kept prices down. (NOTE: keeping — 
kept) 

keep back phrasal verb to hold on to 
































something which you could give to 
someone O to keep back information or 
to keep something back from someone O 
to keep £10 back from someone’s salary 
keep on phrasal verb to continue to do 
something O The factory kept on work- 
ing in spite of the fire. O We keep on re- 
ceiving orders for this item although it 
was discontinued two years ago. 

keep up phrasal verb to hold at a cer- 
tain high level O We must keep up the 
turnover in spite of the recession. O She 
kept up a rate of sixty words per minute 
for several hours. 


keiretsu, keiretsu business group a 
Japanese conglomerate company or busi- 
ness alliance whose members hold shares 
in the other member companies. Keiretsu 
business groups generally consist of firms 
that share close buyer-supplier relation- 
ships and are characterised by close inter- 
nal control, policy co-ordination, and co- 
hesiveness. Abbreviation KBG 


key /ki:/ adjective important © a key fac- 
tor O key industries O key personnel O a 
key member of our management team O 
She has a key post in the organisation. O 
We don’t want to lose any key staff in the 
reorganisation. @ verb o to key in data 
to put information into a computer 
“...he gave up the finance job in Septem- 
ber to devote more time to his global re- 
sponsibilities as chairman and to work 
more closely with key clients’ [Times] 
keyboard /'ki:boid/ noun the part of a 
computer or other device with keys which 
are pressed to make letters or figures WM 
verb to press the keys on a keyboard to 
type something O She is keyboarding our 
address list. 


keyboarder /'ki:bo:do/ noun a person 
who types information into a computer 
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keyboarding /'ki:bo:din/ noun the act 
of typing on a keyboard O Keyboarding 
costs have risen sharply. 

keyboarding speed  /kibo:din 
,spi:d/ noun the number of words per 
minute which a keyboarder can enter 
keyed /ki:d/ adjective which has a key 
keyed advertisement /,ki:d od 
'vaitismont/ noun an advertisement 
which asks people to write to a specially 
coded address which will indicate where 
they saw it, thus helping the advertisers to 
evaluate the effectiveness of advertising 
in that particular newspaper or magazine 
key money /'ki: ,mani/ noun a premi- 
um paid when taking over the keys of a 
flat or office which you are renting 
key-person insurance /'ki: ps:s(9)n 
1n,fuorons/ noun an insurance policy 
taken out to cover the costs of replacing 
an employee who is particularly impor- 
tant to an organisation if he or she dies or 
is ill for a long time 

keyword /'ki:w3:d/ noun a word used 
by a search engine to help it locate a par- 
ticular type of website (NOTE: Compa- 
nies need to think very carefully about 
the keywords they place in their web- 
pages in order to attract relevant search- 
engine traffic.) 

kg abbr kilogram 

kickback /'kıkbæk/ noun an illegal 
commission paid to someone, especially a 
government official, who helps in a busi- 
ness deal 

killing /‘ktlm/ noun a huge profit 
(informal) O He made a killing on the 
stock market. 

kilo /'ki:lou/, kilogram /'kilogreem/ 
noun a measure of weight (= one thou- 
sand grams) O Packets weighing more 
than 2kg must go by parcel post. (NOTE: 
Written kg after figures: 20kg.) 
kilobyte /'kilou,bart/ noun a unit of 
storage in a computer (= 1,024 bytes) 
kilometre /'kılə,mi:tə/ noun a measure 
of length (= one thousand metres) (NOTE: 
The US spelling is kilometer.) o the car 
does fifteen kilometres to the litre the 
car uses a litre of petrol to travel fifteen 
kilometres 

king-size /'kıņ satz/ adjective 1. refer- 
ring to an extra large container of a prod- 
uct, usually comparatively economical to 














buy 2. referring to a very large size of 
poster 
kiosk /‘kizosk/ noun a small wooden 
shelter, for selling goods out of doors O 
She had a newspaper kiosk near the sta- 
tion for 20 years. 
kite /kart/ noun o to fly a kite to put for- 
ward a proposal to try to interest people E 
verb 1. US to write cheques on one ac- 
count which may not be able to honour 
them and deposit them in another, with- 
drawing money from the second account 
before the cheques are cleared 2. to use 
stolen credit cards or cheque books 
kite flier /‘kart flato/ noun a person 
who tries to impress people by putting 
forward a proposal 
kite-flying /‘kart flatm/ noun the 
practice of trying to impress people by 
putting forward grand plans 
Kitemark /‘karttmatk/ trademark a 
mark on goods to show that they meet of- 
ficial standards 
kitty /'kıti/ noun money which has been 
collected by a group of people to be used 
later, such as for an office party O We each 
put £5 into the kitty. 
km abbr kilometre 
knock /npk/ verb o to knock the com- 
petition to hit competing firms hard by 
vigorous selling 
knock down phrasal verb o to knock 
something down to a bidder to sell 
something to somebody at an auction O 
The furniture was knocked down to him 
for £100. a knockdown (KD) goods 
goods sold in parts, which must be as- 
sembled by the buyer 
knock off phrasal verb 1. to stop work 
O We knocked off at 3p.m. on Friday. 2. 
to reduce a price by a particular amount 
O She knocked £10 off the price for 
cash. @ noun a cheap copy of an estab- 
lished product, often an illegal copy of a 
famous named brand 
knockdown price /,nvkdaun 'prats/ 
noun a very low price O He sold me the 
car at a knockdown price. 
knocking copy /'nvkin ,kvpi/ noun 
advertising material which criticises com- 
peting products 
knock-on effect /'nok pn _ 1,fekt/ 
noun the effect which an action will have 
on other situations O The strike by cus- 
toms officers has had a knock-on effect on 
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car production by slowing down exports 
of cars. 


know /nov/ verb 1. to learn or to have in- 
formation about something O I do not 
know how a computer works. O Does she 
know how long it takes to get to the air- 
port? O The managing director’s secre- 
tary does not know where he is. O He 
knows the African market very well. O I 
don’t know how a computer works. 2. to 
have met someone O Do you know Ms 
Jones, our new sales director? (NOTE: 
knowing — knew — known) 


know-how /'nau hav/ noun knowledge 
or skill in a particular field O to acquire 
computer know-how O If we cannot re- 
cruit staff with the right know-how, we 
will have to initiate an ambitious training 
programme. 


know-how fund /'nou hau _fand/ 
noun a fund created by the UK govern- 
ment to provide technical training and ad- 
vice to countries of Eastern Europe 


knowledge /'nvlid3/ noun what is 
known o he had no knowledge of the 
contract he did not know that the contract 
existed 

knowledge capital /'nolid3 
ikeepit(a)l/ noun knowledge, especially 
specialist knowledge, that a company and 
its employees possess and that can be put 
to profitable use 

knowledge management /'nolid3 
smzenid3mont/ noun the task of co-ordi- 
nating the specialist knowledge possessed 
by employees so that it can be exploited to 
create benefits and competitive advantage 
for the organisation 

knowledge worker /'nvlid3_,w3:ko/ 
noun an employee whose value to an or- 
ganisation lies in the information, ideas 
and expertise that they possess 

krona /'krəunə/ noun a unit of currency 
used in Sweden and Iceland 

krone /'krəunə/ noun a unit of currency 
used in Denmark and Norway 
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| abbr litre 


labelling /‘letb(a)lm/ noun the act of 
putting a label on something 


labelling department /‘lerb(a)l1y dr 
,pa:tmont/ noun a section of a factory 
where labels are attached to the product 


labelling program _ /‘lerb(a)lin 
\prougrem/ noun a word-processing 
program which allows you to print ad- 
dresses from an address list onto labels 


laboratory /lə'borət(ə)ri/ noun a place 
where scientific research is carried out O 
The product was developed in the compa- 
ny’s laboratories. O All products are test- 
ed in our own laboratories. (NOTE: The 
plural is laboratories.) 


laboratory technician /ls,borot(a)ri 
tek'n1J(a)n/ noun a person who deals 
with practical work in a laboratory 


labor union /'lerbə ,junjon/ noun US 
an organisation which represents employ- 
ees who are its members in discussions 
about wages and conditions of work with 
management (NOTE: The UK term is 
trade union.) 


labour /'lerbə/ noun 1. heavy work 
(NOTE: The US spelling is labor.) o to 
charge for materials and labour to 
charge for both the materials used in a job 
and also the hours of work involved o la- 
bour is charged at £5 an hour each hour 
of work costs £5 2. workers, the work- 
force O We will need to employ more la- 
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bour if production is to be increased. O 
The costs of labour are rising in line with 
inflation. (NOTE: The US spelling is la- 
bor.) o labour shortage, shortage of la- 
bour a situation where there are not 
enough workers to fill jobs 3. (NOTE: The 
US spelling is labor.) o labour disputes 
arguments between management and 
workers o labour laws, labour legisla- 
tion laws relating to the employment of 
workers 
“...the possibility that British goods will 
price themselves back into world markets 
is doubtful as long as sterling labour costs 
continue to rise faster than in competitor 
countries’ [Sunday Times] 


labour costs /'lerbə kpsts/ noun the 
cost of the employees employed to make 
a product, not including materials or over- 
heads 


labourer /'lerbərə/ noun a person who 
does heavy work 


labour force /‘letba fo:s/ noun all the 
employees in a company or in an area O 
The management has made an increased 
offer to the labour force. O We are open- 
ing a new factory in the Far East because 
of the cheap local labour force. 

“70 per cent of Australia’s labour force is 

employed in service activity’ [Australian 

Financial Review] 
labour-intensive /,letbor m'tenstv/ 
adjective referring to an industry which 
needs large numbers of employees or 
where labour costs are high in relation to 
turnover O As the business became more 
labour-intensive, so human resources 
management became more important. O 
With computerisation, the business has 
become much less labour-intensive. 


labour market /'lerbə ,ma:kıt/ noun 
the number of people who are available 
for work O 25,000 school-leavers have 
just come on to the labour market. 
‘European economies are being held back 
by rigid labor markets and wage struc- 
tures’ [Duns Business Month] 
labour relations /'lerbə r1,letf(9)nz/ 
plural noun relations between manage- 
ment and employees O The company has 
a history of bad labour relations. 
labour-saving /'lerbə ,servin/ adjec- 
tive avoiding the need for work by some- 
one O Costs will be cut by the introduc- 
tion of labour-saving devices. 






































labour turnover /'lerbə ,tsinəuvə/ 
noun the movement of employees with 
some leaving their jobs and others join- 
ing. Also called turnover of labour 
lack /læk/ noun the fact of not having 
enough o lack of data, lack of informa- 
tion not having enough information O 
The decision has been put back for lack of 
up-to-date information. o lack of funds 
not enough money O The project was can- 
celled because of lack of funds. @ verb not 
to have enough of something O The com- 
pany lacks capital. O The industry lacks 
skilled staff: o the sales staff lack moti- 
vation the sales staff are not motivated 
enough 

ladder /'lædə/ noun a series of different 
levels through which an employee may 
progress 

laden /‘le1d(9)n/ adjective loaded o ful- 
ly-laden ship ship with a full cargo 
lading /‘letdm/ noun the work of 
putting goods on a ship 

Laffer curve /‘lefa ks:v/ noun a chart 
showing that cuts in tax rates increase 
output in the economy. Alternatively, in- 
creases in tax rates initially produce more 
revenue and then less as the economy 
slows down. 

laggards /'lægədz/ plural noun a cate- 
gory of buyers of a product who are the 
last to buy it or use it 

lagging indicator /‘legin ,ndikeita/ 
noun an indicator which shows a change 
in economic trends later than other indi- 
cators, e.g. the gross national product. 
Opposite leading indicator 

laid up /,letd 'ap/ adjective 1. not used 
because there is no work O Half the ship- 
ping fleet is laid up by the recession. 2. 
(person who is) unable to work because of 
illness or injury O Half the staff are laid 
up with flu. 

laissez-faire economy /,leser ‘fear 1 
ikonomi/ noun an economy where the 
government does not interfere because it 
believes it is right to let the economy run 
itself 

lakh /lek/ noun (in India) one hundred 
thousand (NOTE: Ten lakh equal one 
crore.) 

lame duck /,lemm 'dak/ noun 1. a com- 
pany which is in financial difficulties O 
The government has refused to help lame 
duck companies. 2. an official who has 
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not been re-elected and is finishing his 
term of office O a lame-duck president 
LAN abbr local area network 

land /lænd/ verb to put goods or passen- 
gers onto land after a voyage by sea or by 
air O The ship landed some goods at 
Mombasa. O The plane stopped for thirty 
minutes at the local airport to land pas- 
sengers and mail. 

land agent /‘lend ,e1dzant/ noun a 
person who runs a farm or a large area of 
land for the owner 

land bank /'lænd bzenk/ noun undevel- 
oped land which belongs to a property de- 
veloper 

landed costs /,lendid 'kpsts/ plural 
noun the costs of goods which have been 
delivered to a port, unloaded and passed 
through customs 

landing card /‘lendin ka:d/ noun a 
card given to passengers who have passed 
through customs and can land from a ship 
or an aircraft 

landing charges /‘lend1y ,tfa:d31z/ 
plural noun payments for putting goods 
on land and paying customs duties 
landing order /'lændīņ ,9:do/ noun a 
permit which allows goods to be unload- 
ed into a bonded warehouse without pay- 
ing customs duty 

landlady /‘lendletdi/ noun a woman 
who owns a property which she lets O We 
pay our rent direct to the landlady every 
week. 

landlord /'lændlo:d/ noun a person or 
company which owns a property which is 
let 

landowner /'lændəunə/ noun a person 
who owns large areas of land 

land register /'lænd ,red31sta/ noun a 
list of pieces of land, showing who owns 
each and what buildings are on it 

land registration /'lænd red31 
,strerf(o)n/ noun a system of registering 
land and its owners 

Land Registry /lænd jredgistri/ 
noun a government office where details 
of land ownership and sales are kept 
land tax /‘lend tæks/ noun a tax on the 
amount of land owned 

lapse /læps/ noun o a lapse of time a 
period of time which has passed m verb to 
stop being valid, or to stop being active O 
The guarantee has lapsed. o to let an of- 


























for small quantities. 


fer lapse to allow time to pass so that an 
offer is no longer valid 

laptop /'læptop/ noun a small portable 
computer which you can hold on your 
knees to work O I take my laptop with me 
so that I can write reports on the train. O 
Our reps all have laptops on which they 
can key their orders and email them back 
to the warehouse. 

large /la:d3/ adjective very big or im- 
portant O he is our largest customer O 
Our company is one of the largest suppli- 
ers of computers to the government. O 
Why has she got an office which is larger 
than mine? 

largely /‘la:d3li/ adverb mainly or 
mostly O Our sales are largely in the 
home market. O They have largely pulled 
out of the American market. 


large-scale /‘la:d3 ske1l/ adjective in- 
volving large numbers of people or large 
amounts of money O large-scale invest- 
ment in new technology O large-scale re- 
dundancies in the construction industry W 
noun working with large or small 
amounts of investment, staff, etc. 


large-sized business /,la:d3 saizd 
‘biznis/ noun an organisation that has 
500 or more employees 

large-sized company /,la:d3 saizd 
'kamp(9)ni/ noun a company which has 
a turnover of more than £5.75m or em- 
ploys more than 250 staff 


laser cartridge /‘le1zo ,ka:trid3/ 
noun a cartridge of toner for a laser print- 
er 


laser paper /‘le1za ,perpa/ noun paper 
used in a laser printer 


last /la:st/ adjective, adverb 1. coming 
at the end of a series O Out of a queue of 
twenty people, I was served last. © This is 
our last board meeting before we move to 
our new offices. O We finished the last 
items in the order just two days before the 
promised delivery date. 2. most recent or 
most recently O Where is the last batch of 
invoices? O The last ten orders were only 
last week, last 
month, last year the week, month or year 
before this one O Last week’s sales were 
the best we have ever had. O The sales 
managers have been asked to report on 
last month’s drop in unit sales. O Last 
year’s accounts have to be ready by the 
AGM. © Last year’s accounts have to be 
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ready in time for the AGM. @ verb to go 
on, to continue O The boom started in the 
1980s and lasted until the early 1990s. O 
The discussions over redundancies lasted 
all day. 


last in first out /la:st ın ,fsist 'avt/ 
noun 1. a redundancy policy using the 
principle that the people who have been 
most recently appointed are the first to be 
made redundant 2. an accounting method 
where stock is valued at the price of the 
earliest purchases. Abbreviation LIFO. 
Compare first in first out 


last quarter /,la:st 'kwo:ta/ noun a 
period of three months at the end of the fi- 
nancial year 

last will and testament /,la:st ,wil 
on 'testomont/ noun a will, a document 
by which a person says what he or she 
wants to happen to their property when 
they die 

late /lert/ adjective 1. after the time stat- 
ed or agreed O We apologise for the late 
arrival of the plane from Amsterdam. 
there is a penalty for late delivery if de- 
livery is later than the agreed date, the 
supplier has to pay a fine 2. at the end of 
a period of time o latest date for signa- 
ture of the contract the last acceptable 
date for signing the contract m adverb af- 
ter the time stated or agreed O The ship- 
ment was landed late. O The plane was 
two hours late. 

late majority /,lett ma'd3priti/ noun a 
category of buyers of a product who buy 
it later than the early majority but before 
the laggards 

latent /'lert(ə)nt/ adjective present but 
not yet developed 

latent demand /lert(a)nt di'ma:nd/ 
noun a situation where there is demand 
for a product but potential customers are 
unable to pay for it O We will have to wait 
for the economy to improve in countries 
where there is latent demand. © Situation 
analysis has shown that there is only la- 
tent demand. 

lateral /‘let(9)rol/ adjective at the same 
level or with the same status O Her trans- 
fer to Marketing was something of a lat- 
eral move. 

lateral diversification /,let(s)ral dar 
iwaisif1'kerf(a)n/ noun the act of diver- 
sifying into quite a different type of busi- 
ness 


























lateral integration /læt(ə)rəl mto 
‘gre1f(o)n/ noun the act of joining simi- 
lar companies or taking over a company 
in the same line of business as yourself O 
Lateral integration will allow a pooling of 
resources. O Lateral integration in the 


form of a merger will improve the efficien- 


cy of both businesses involved. 

lateral thinking /,let(9)ral 'Omkrn/ 
noun an imaginative approach to prob- 
lem-solving which involves changing es- 
tablished patterns of thinking to help 
make a breakthrough O Lateral thinking 
resulted in finding a completely new use 


for an existing product. O Brainstorming 


sessions encourage lateral thinking and 
originality. 

latest /'lertıst/ adjective most recent O 
He always drives the latest model of car. 
O Here are the latest sales figures. 


launch /lo:ntf/ verb 1. to put a new 
product on the market, usually spending 
money on advertising it O They launched 
their new car model at the motor show. O 
The company is spending thousands of 
pounds on launching a new brand of 
soap. 2. to put a company on the Stock 
Exchange for the first time m noun 1. the 
act of putting a new product on the market 
O The launch of the new model has been 
put back three months. © The manage- 
ment has decided on a September launch 
date. O The company is geared up for the 
launch of its first microcomputer. 2. the 
act of putting a company on the Stock Ex- 
change for the first time 


launching /‘lo:ntf1n/ noun the act of 
putting a new product on the market 


launching costs /‘lo:ntfim kosts/ 
plural noun the costs of publicity for a 
new product 


launching date /‘lo:nt fin dert/ noun 
the date when a new product is officially 
shown to the public for the first time 
launching party /‘lo:ntfiy ,parti/ 
noun a party held to advertise the launch- 
ing of a new product 


launder /‘lo:ndoa/ verb to pass illegal 
profits, money from selling drugs, money 
which has not been taxed, etc., into the 
banking system O to launder money 
through an offshore bank 
“...1t has since emerged that the bank was 
being used to launder drug money and 
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some of its executives have been given 
lengthy jail sentences’ [Times] 
law /lo:/ noun 1. o to take someone to 
law to tell someone to appear in court to 
settle an argument o inside or within the 
law obeying the laws of a country 
against or outside the law not according 
to the laws of a country O The company is 
possibly operating outside the law. o to 
break the law to do something which is 
not allowed by law O He is breaking the 
law by trading without a licence. O You 
will be breaking the law if you try to take 
that computer out of the country without 
an export licence. 2. a rule governing 
some aspect of human activity made and 
enforced by the state o (the) law all the 
laws that are in force in a country consid- 
ered as a body or system 
law courts /'lo: ko:ts/ plural noun a 
place where a judge listens to cases and 
decides who is right legally 
lawful /'lo:f(9)I/ adjective acting within 
the law o lawful practice action which is 
permitted by the law o lawful trade trade 
which is allowed by law 
lawfully /‘lo:fuli/ adverb acting within 
the law 
law of diminishing returns /,lo:r ov 
di,minif1p ri't3:nz/ noun a general rule 
that as more factors of production such as 
land, labour and capital are added to the 
existing factors, so the amount they pro- 
duce is proportionately smaller 
law of supply and demand /,ls:r ov 
sə, plar on di'mar:nd/ noun a general rule 
that the amount of a product which is 
available is related to the needs of poten- 
tial customers 
lawsuit /‘lo:su:t/ noun a case brought to 
a court o to bring a lawsuit against 
someone to tell someone to appear in 
court to settle an argument o to defend a 
lawsuit to appear in court to state your 
case 
lawyer /'lo:ja/ noun a person who has 
studied law and practises law as a profes- 
sion 
lay off phrasal verb 1. to dismiss em- 
ployees for a time until more work is 
available O The factory laid off half its 
employees because of lack of orders. 
to lay off workers to dismiss workers 
for a time (until more work is available) 
O The factory laid off half its workers 
because of lack of orders. 2. especially 




















































































































US to dismiss employees permanently 
to lay off risks to protect oneself 
against risk in one investment by mak- 
ing other investments 
‘...the company lost $52 million last year, 
and has laid off close to 2,000 employees’ 
[Toronto Star] 
lay out phrasal verb to spend money O 
We had to lay out half our cash budget 
on equipping the new factory. 
lay up phrasal verb to stop using a ship 
because there is no work O Half the 
shipping fleet is laid up by the reces- 
sion. ù laid up 
“...while trading conditions for the tanker 
are being considered, it is possible that the 
ship could be laid up’ [Lloyd’s List] 
lay-off /‘let of/ noun an act of temporar- 
ily dismissing an employee for a period of 
more than four weeks O The recession 
has caused hundreds of lay-offs in the car 
industry. 
layout /'leraut/ noun the arrangement of 
the inside space of a building or its con- 
tents O They have altered the layout of the 
offices. 
Ib abbr pound 
LBO abbr leveraged buyout 
L/C abbr letter of credit 
LDT abbr licensed deposit-taker 
lead /li:d/ verb 1. to be the first, to be in 
front O The company leads the market in 
cheap computers. 2. to be the main person 
in a group O She will lead the trade mis- 
sion to Nigeria. O The tour of American 














factories will be led by the minister. 


(NOTE: leading — led) m noun 1. infor- 
mation which may lead to a sale O It has 
been difficult starting selling in this terri- 
tory with no leads to follow up. O I was 
given some useful leads by the sales rep 
who used to cover this territory. 2. a pro- 
spective purchaser who is the main deci- 
sion-maker when buying a product or 
service Ħ adjective most important, in the 
front 
lead (up) to phrasal verb to come be- 
fore and be the cause of O The discus- 
sions led to a big argument between the 
management and the union. O We re- 
ceived a series of approaches leading 
up to the takeover bid. 
leader /'liidə/ noun 1. a person who 
manages or directs others O the leader of 
the construction workers’ union or the 
construction workers’ leader O She is the 
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leader of the trade mission to Nigeria. O 
The minister was the leader of the party of 
industrialists on a tour of American facto- 
ries. 2. a product which sells best 3. an 
important share, a share which is often 
bought or sold on the Stock Exchange 
leader pricing /'li:də ,prarsıņ/ noun 
the practice of cutting prices on some 
goods in the hope that they attract cus- 
tomers to the shop where more profitable 
sales can be made 


leadership /'li:dəfīp/ noun a quality 
that enables a person to manage or admin- 
ister others O Employees showing leader- 
ship potential will be chosen for manage- 
ment training. 

leading /'li:din/ adjective 1. most im- 
portant O Leading industrialists feel the 
end of the recession is near. O Leading 
shares rose on the Stock Exchange. O 
Leading shareholders in the company 
forced a change in management policy. O 
They are the leading company in the field. 
2. which comes first 


leading indicator /,li:dīņ 'ındıkertə/ 
noun an indicator such as manufacturing 
order books which shows a change in eco- 
nomic trends earlier than other indicators. 
Opposite lagging indicator 


lead partner /'li:d ,pa:tna/ noun the 
organisation that takes the leading role in 
a business alliance 


lead time /‘li:d tarm/ noun the time be- 
tween deciding to place an order and re- 
ceiving the product O The lead time on 
this item is more than six weeks. 


leaflet /'li:flət/ noun a sheet of paper 
giving information, used to advertise 
something O to mail leaflets advertising a 
new hairdressing salon O They are hand- 
ing out leaflets describing the financial 
services they offer. O We made a leaflet 
mailing to 20,000 addresses. 


leak /li:k/ verb to pass on secret informa- 
tion O Information on the contract was 
leaked to the press. O They discovered an 
employee was leaking information to a ri- 
val company. O The new manager was 
guilty of leaking confidential information 
about the organisation to the press. 


leakage /‘li:k1d3/ noun an amount of 
goods lost in storage, e.g. by going bad or 
by being stolen or by leaking from the 
container 


lean management / lim 
‘meenid3mont/ noun a style of manage- 
ment, where few managers are employed, 
allowing decisions to be taken rapidly 
lean production /li:n pra'dakJon/, 
lean operation /li:n ppa're1f(a)n/ noun 
a production method which reduces ex- 
cessive expenditure on staff and concen- 
trates on efficient low-cost manufacturing 
leap-frogging /‘li:p ,frogin/ adjective 
leap-frogging pay demands pay de- 
mands where each section of employee 
asks for higher pay to do better than an- 
other section, which then asks for further 
increases in turn 


Learning and Skills Council 
/l3mipn ən 'skilz ,|kaunsal/ noun a gov- 
ernment organisation responsible for the 
education and training of people over the 
age of 16 


learning curve /‘Isinm ks:v/ noun a 
process of learning something that starts 
slowly and then becomes faster 
learning difficulty /'lsiny 
,dıfık(ə)lti/ noun a condition which pre- 
vents someone from learning basic skills 
or assimilating information as easily as 
other people (NOTE: The plural is learn- 
ing difficulties.) 

learning relationship /‘Ismm ri 
lerf(a)nfirp/ noun a relationship between 
a supplier and a customer in which the 
supplier changes and adapts a product as 
it learns more about the customer’s re- 
quirements 


lease /li:s/ noun 1. a written contract for 
letting or renting a building, a piece of 
land or a piece of equipment for a period 
against payment of a fee O to rent office 
space on a twenty-year lease o the lease 
expires next year or the lease runs out 
next year the lease comes to an end next 
year 2. o to hold an oil lease in the 
North Sea to have a lease on a section of 
the North Sea to explore for oil m verb 1. 
to let or rent offices, land or machinery for 
a period O to lease offices to small firms O 
to lease equipment 2. to use an office, 
land or machinery for a time and pay a fee 
O to lease an office from an insurance 
company O All our company cars are 
leased. 

lease back phrasal verb to sell a prop- 

erty or machinery to a company and 

then take it back on a lease O They sold 
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the office building to raise cash, and 
then leased it back on a twenty-five year 
lease. 


lease-back /'li:sbaek/ noun an arrange- 
ment where property is sold and then tak- 
en back on a lease O They sold the office 
building and then took it back under a 
lease-back arrangement. 


leasehold /‘li:shauld/ noun, adjective 
possessing property on a lease, for a fixed 
time O to buy a property leasehold O We 
are currently occupying a leasehold prop- 
erty. O The company has some valuable 
leaseholds. @ noun a property held on a 
lease from a freeholder O The company 
has some valuable leaseholds. m adjec- 
tive on a lease from a freeholder O to buy 
a property leasehold O We are currently 
occupying a leasehold property. 


leaseholder /‘li:shoulda/ noun a per- 
son who holds a property on a lease 
leasing /‘li:sty/ noun the use of a lease 
or of equipment under a lease O an equip- 
ment-leasing company O to run a copier 
under a leasing arrangement O The com- 
pany has branched out into car leasing. ù 
lessee 


leave /li:v/ noun permission to be away 
from work o six weeks’ annual leave six 
weeks’ holiday each year o to go or be on 
leave to be away from work O She is away 
on sick leave or on maternity leave. W 
verb 1. to go away from O He left his of- 
fice early to go to the meeting. O The next 
plane leaves at 10.20. 2. to resign O He 
left his job and bought a farm. (NOTE: 
leaving — left) 
leave out phrasal verb not to include O 
She left out the date on the letter. O The 
contract leaves out all details of market- 
ing arrangements. 
leave of absence /|li:v ov 'æbsəns/ 
noun permission to be absent from work 
O He asked for leave of absence to visit 
his mother in hospital. 
-led /led/ suffix which is led by some- 
thing O an export-led boom O the con- 
sumer-led rise in sales 
ledger /'led3ə/ noun a book in which 
accounts are written 
left luggage office /left ‘lagrd3 
\Df1s/ noun a room where suitcases can 
be left while passengers are waiting for a 
plane or train (NOTE: The US term is 
baggage room.) 


























legacy /'legəsi/ noun a piece of proper- 
ty given by someone to someone else in a 
will 

legal /'li:g(9)l/ adjective 1. according to 
the law or allowed by the law O The com- 
pany’s action in sacking the accountant 
was completely legal. 2. referring to the 
law o to take legal action to sue someone 
or to take someone to court o to take le- 
gal advice to ask a lawyer to advise about 
a legal problem 

legal adviser /,li:g(o)l od'vaizo/ noun 
a person who advises clients about the 
law 

legal claim /‘li:g(o)l klemm/ noun a 
statement that someone owns something 
legally O He has no legal claim to the 
property. 

legal costs /'‘li:g(a)l kosts/, legal 
charges /'li:g(9)l ,tfard31z/, legal ex- 
penses /'liig(©)l 1k,spensiz/ plural 
noun money spent on fees to lawyers O 
The clerk could not afford the legal ex- 
penses involved in suing her boss. 

legal currency /jli:g(o)l 'karənsi/ 
noun money which is legally used in a 
country 

legal department /‘li:g(a)l di 
,pa:tmont/ noun a section of a company 
dealing with legal matters 

legal expert /'li:g(©)l ,eksp3:t/ noun a 
person who knows a lot about the law 
legal holiday /,li:g(©)l 'holıde1/ noun 
a day when banks and other businesses 
are closed 

legalisation /jli:golat'ze1f(a)n/, le- 
galization noun the act of making some- 
thing legal O the campaign for the legali- 
sation of cannabis 

legalise /'li:golatz/, legalize verb to 
make something legal 

legality /I1'gzeliti/ noun the fact of be- 
ing allowed by law O There is doubt about 
the legality of the company’s action in 
dismissing him. 

legally /‘li:gali/ adverb according to the 
law o the contract is legally binding ac- 
cording to the law, the contract has to be 
obeyed o the directors are legally re- 
sponsible the law says that the directors 
are responsible 

legal proceedings /‘li:g(a)l pra 
\Siidiyz/ plural noun legal action or a 
lawsuit 
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legal profession /‘li:g(9)l prə 
,fef(o)n/ noun all qualified lawyers 
legal tender /li:g(9)l 'tenda/ noun 
coins or notes which can be legally used 
to pay a debt 

legatee /lega'ti:/ noun a person who 
receives property from someone who has 
died 
legislation 
laws 

lemon /‘lemon/ noun 1. a product, espe- 
cially a car, that is defective in some way 
2. an investment that is performing poorly 
lend /lend/ verb to allow someone to use 
something for a period O to lend some- 
thing to someone or to lend someone 
something O to lend money against secu- 
rity O He lent the company money or He 
lent money to the company. O The bank 
lent her £50,000 to start her business. 
(NOTE: lending — lent) 

lender /'lendə/ noun a person who 
lends money 

lender of the last resort /,lendo ov 
6a laist ri'zo:t/ noun a central bank 
which lends money to commercial banks 
lending /‘lendin/ noun an act of letting 
someone use money for a time 

lending limit lendy ,lımıt/ noun a 
restriction on the amount of money a bank 
can lend 

length /len@/ noun 1. a measurement of 
how long something is O The boardroom 
table is twelve feet in length. O Inches and 
centimetres are measurements of length. 
2. o to go to great lengths to get some- 
thing to do anything (even commit a 
crime) to get something O They went to 
considerable lengths to keep the project 
secret. 

length of service /,len® ov 'sa:vis/ 
noun the number of years someone has 
worked 

less /les/ adjective smaller than, of a 
smaller size or of a smaller value O We do 
not grant credit for sums of less than 
£100. O He sold it for less than he had 
paid for it. @ preposition minus, with a 
sum removed O purchase price less 15% 
discount O interest less service charges W 
adverb not as much 

lessee /le'si:/ noun a person who has a 
lease or who pays money for a property 
he or she leases 


/led31'sle1f(a)n/ noun 














lessor /le'so:/ noun a person who grants 
a lease on a property 
let /let/ verb to allow the use of a house, 
an office or a farm to someone for the 
payment of rent o to let an office to allow 
someone to use an office for a time in re- 
turn for payment of rent o offices to let 
offices which are available to be leased by 
companies ™ noun the period of the lease 
of a property O They took the office on a 
short let. 

let go /,let 'gau/ verb to make someone 

redundant or to sack someone (euphe- 

mism) (NOTE: letting — let) 


let-out clause /‘let aut ,klorz/ noun a 
clause which allows someone to avoid do- 
ing something in a contract O He added a 
let-out clause to the effect that the pay- 
ments would be revised if the exchange 
rate fell by more than 5%. 


letter /‘leto/ noun 1. a piece of writing 
sent from one person or company to an- 
other to ask for or to give information 2. 
to acknowledge receipt by letter to 
write a letter to say that something has 
been received 
COMMENT: First names are commonly 
used between business people in the 
UK; they are less often used in other Eu- 
ropean countries (France and Germa- 
ny), for example, where business letters 
tend to be more formal. 
letter box /'letə boks/ noun a place 
where incoming mail is put 
letterhead /'letəhed/ noun 1. the name 
and address of a company printed at the 
top of a piece of notepaper 2. US a sheet 
of paper with the name and address of the 
company printed on it (NOTE: The UK 
term is headed paper.) 


letter heading /‘leto ,hedin/ noun the 
name and address of a company printed at 
the top of a piece of notepaper 


letter of acknowledgement /,letər 
av ok'nvlid3mont/ noun a letter which 
says that something has been received 
letter of advice /,letar əv əd'vars/ 
noun same as advice note O The letter of 
advice stated that the goods would be at 
Southampton on the morning of the 6th. O 
The letter of advice reminded the custom- 
er of the agreed payment terms. 

letter of allotment /letor ov ə 
‘Intmont/ noun a letter which tells some- 
one who has applied for shares in a new 
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company how many shares he or she has 
been allotted 

letter of application /letor ov zplr 
‘ket f(9)n/ noun a letter in which some- 
one applies for a job 

letter of appointment /letar əv ə 
‘pointmont/ noun a letter in which 
someone is appointed to a job 

letter of comfort /,letor ov 'kamfot/ 
noun a letter supporting someone who is 
trying to get a loan 

letter of complaint /etor əv kom 
‘pleint/ noun a letter in which someone 
complains 

letter of credit /letor ov '‘kredit/ 
noun a document issued by a bank on be- 
half of a customer authorising payment to 
a supplier when the conditions specified 
in the document are met. Abbreviation 
L/C 

letter of indemnity /letor ov ın 
‘demniti/ noun a letter promising pay- 
ment as compensation for a loss 

letter of inquiry /Jetor ov in 
‘kwatori/ noun a letter from a prospec- 
tive buyer to a supplier inquiring about 
products and their prices O The letter of 
inquiry requested us to send our cata- 
logues and price lists. O We received a 
letter of inquiry concerning possible 
trade discounts. 

letter of intent /letor ov in'tent/ 
noun a letter which states what a compa- 
ny intends to do if something happens 
letter of reference /Jetor ov 
'ref(ə)rəns/ noun a letter in which an em- 
ployer recommends someone for a new 
job 

letter of renunciation /letor ov ri 
Mansi'eif(a)n/ noun a form sent with 
new shares, which allows the person who 
has been allotted the shares to refuse to 
accept them and so sell them to someone 
else 

letter post /‘leta pəust/ noun a service 
for sending letters or parcels 

letter rate /'letə rert/ noun postage 
(calculated by weight) for sending a letter 
or a parcel O It is more expensive to send 
a packet letter rate but it will get there 
quicker. 

letter scale /'letə skerl/ noun special 
small scales for weighing letters 

letters of administration /,letoz ov 
ədmını'strerf(ə)n/ plural noun a letter 


fits O to lower the level of borrowings 


given by a court to allow someone to deal 
with the estate of a person who has died 
letters patent /,letoz 'pertənt/ plural 
noun the official term for a patent 
letting agency /‘let1n ,erdzansi/ noun 
an agency which deals in property to let 
level /‘lev(a)l/ noun the position of 
something compared to others O low lev- 
els of productivity or low productivity lev- 
els O to raise the level of employee bene- 








high level of investment large amounts 
of money invested o a decision taken at 
the highest level a decision taken by the 
most important person or group lm verb 
to level off or to level out to stop rising or 
falling O Profits have levelled off over the 
last few years. O Prices are levelling out. 
‘...figures from the Fed on industrial pro- 
duction for April show a decline to levels 
last seen in June 1984’ [Sunday Times] 
‘...applications for mortgages are running 
at a high level’ [Times] 
“...employers having got their staff back 
up to a reasonable level are waiting until 
the scope for overtime working is exhaust- 
ed before hiring’ [Sydney Morning Herald] 
level playing field /lev(o)l ‘ple 
fitld/ noun a situation in which the same 
rules apply for all competitors and none 
of them has any special advantage over 
the others 
leverage /‘li:varid3/ noun 1. an influ- 
ence which you can use to achieve an aim 
O He has no leverage over the chairman. 
2. a ratio of capital borrowed by a compa- 
ny at a fixed rate of interest to the compa- 
ny’s total capital 3. the act of borrowing 
money at fixed interest which is then used 
to produce more money than the interest 
paid 
leveraged buyout = /li:vorid3d 
'baraut/, leveraged takeover 
/ li:xvərıdzd 'terkəuvə/ noun an act of 
buying all the shares in a company by bor- 
rowing money against the security of the 
shares to be bought. Abbreviation LBO 
“...the offer came after management had 
offered to take the company private 
through a leveraged buyout for $825 mil- 
lion’ [Fortune] 
lever-arch file /,li:vo a:tf ‘fatl/ noun a 
type of ring binder, where you lift up one 
side of the rings with a lever, place the 
document on the prongs of the other side 
and then close the rings together again 
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levy /‘levi/ noun money which is de- 
manded and collected by the government 
levies on luxury items taxes on luxury 
items m™ verb to demand payment of a tax 
or an extra payment and to collect it O to 
levy a duty on the import of luxury items 
O The government has decided to levy a 
tax on imported cars. 0 to levy members 
for a new club house to ask members of 
the club to pay for the new building 
“...royalties have been levied at a rate of 
12.5% of full production’ [Lloyd’s List] 
liabilities /,lara'bilitiz/ plural noun the 
debts of a business, including dividends 
owed to shareholders O The balance sheet 
shows the company’s assets and liabili- 
ties. o he was not able to meet his liabil- 
ities he could not pay his debts o to dis- 
charge your liabilities in full to pay eve- 
rything which you owe 
liability /,laro'biltti/ noun 1. a legal re- 
sponsibility for damage, loss or harm O 
The two partners took out insurance to 
cover employers’ liability. o to accept li- 
ability for something to agree that you 
are responsible for something o to refuse 
liability for something to refuse to agree 
that you are responsible for something 2. 
responsibility for a payment such as the 
repayment of a loan 3. someone or some- 
thing which represents a loss to a person 
or organisation O The sales director is an 
alcoholic and has become a liability to 
the company. 
liable /‘larab(9)l/ adjective 1. o liable 
for legally responsible for O The custom- 
er is liable for breakages. O The chair- 
man was personally liable for the compa- 
ny’s debts. O The garage is liable for 
damage to customers’ cars. 2. o liable to 
which is officially due to be paid O goods 
which are liable to stamp duty O Employ- 
ees’ wages are liable to tax. 
libel /‘larb(a)l/ noun an untrue written 
statement which damages someone’s 
character o action for libel, libel action 
case in a law court where someone says 
that another person has written a libel m 
verb o to libel someone to damage some- 
one’s character in writing 
licence /‘lais(a)ns/ noun an official 
document which allows someone to do 
something (NOTE: The US spelling is li- 
cense.) o goods manufactured under 
licence goods made with the permission 
of the owner of the copyright or patent 






































































































































license /'lars(ə)ns/ noun US spelling of 
licence ™ verb to give someone official 
permission to do something for a fee, e.g. 
when a company allows another company 
to manufacture its products abroad O li- 
censed to sell beers, wines and spirits O to 
license a company to manufacture spare 
parts O She is licensed to run an employ- 
ment agency. 

licensed deposit-taker /,lats(o)nst 
di'ppzit ,tetko/, licensed institution 
/ lais(a)nst ,Insti'tju:f(e)n/ noun a de- 
posit-taking institution which is licensed 
to receive money on deposit from private 
individuals and to pay interest on it, e.g. a 
building society, bank or friendly society. 
Abbreviation LDT 

licensed premises /,lars(ə)nst 
‘premisiz/ plural noun shop, restaurant 
or public house which is licensed to sell 
alcohol 

licensee /,lats(a)n'si:/ noun a person 
who has a licence, especially a licence to 
sell alcohol or to manufacture something 
licensing /‘lai1s(9)nstn/ adjective refer- 
ring to licences O a licensing agreement 
O licensing laws 

licensing agreement /'lars(ə)nsıy 9 
,grizmont/ noun an agreement where a 
person or company is granted a licence to 
manufacture something or to use some- 
thing, but not an outright sale 

licensing authorities /‘lats(o)nsm 
91,Opratiz/ noun local authorities which 
have the right to grant licences to sell al- 
cohol 

licensing hours /‘lats(o)nsin ,avoz/ 
plural noun the hours of the day when al- 
cohol can be sold 


licensing laws /‘lats(o)nsin_lo:z/ 
plural noun the laws which control when 
and where alcohol can be sold 

licensor /'larsensə/ noun a person who 
licenses someone 


lien /‘lixan/ noun the legal right to hold 
someone’s goods and keep them until a 
debt has been paid 

lieu /lju:/ noun o in lieu of instead of 
she was given two months’ salary in 
lieu of notice she was given two months’ 
salary and asked to leave immediately 
life annuity /‘larf o,njurtti/ noun an- 
nual payments made to someone as long 
as they are alive 
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life assurance /‘laif ə,fuərəns/ noun 
insurance which pays a sum of money 
when someone dies, or at an agreed date 
if they are still alive 

life assured /,latf 9'fuad/ noun the 
person whose life has been covered by a 
life assurance policy 

lifeboat operation /,larf,bout ,ppo 
'rerf(a)n/ noun actions taken to rescue of 
a company (especially of a bank) which is 
in difficulties 

life expectancy /‘larf tk,spektonsi/ 
noun the number of years a person is like- 
ly to live 

life interest /,larf 'intrast/ noun a sit- 
uation where someone benefits from a 
property as long as he or she is alive 
LIFO /'larfəv/ abbr last in first out 
light /latt/ adjective 1. not heavy, not 
very busy or active 2. not having enough 
of a certain type of share in a portfolio O 
His portfolio is light in banks. 

lighter /'lartə/ noun a boat used to take 
cargo from a cargo ship to shore 


light industry /,lart 'indastri/ noun an 
industry making small products such as 
clothes, books or calculators 

light pages /‘lait ,pe1d31z/ noun web 
pages that are less than 50KB in size, 
which enables them to be downloaded 
quickly 

light pen /‘lait pen/ noun a type of 
electronic pen that directs a beam of light 
which, when passed over a bar code, can 
read it and send information back to a 
computer 


limit /'lımıt/ noun the point at which 
something ends or the point where you 
can go no further o to set limits to im- 
ports, to impose import limits to allow 
only a specific amount of imports m verb 
1. to stop something from going beyond a 
specific point, to restrict the number or 
amount of something o the banks have 
limited their credit the banks have al- 
lowed their customers only a specific 
amount of credit o each agent is limited 
to twenty-five units each agent is al- 
lowed only twenty-five units to sell 2. to 
restrict the number or amount of some- 
thing 
“...the biggest surprise of 1999 was the re- 
bound in the price of oil. In the early 
months of the year commentators were 
talking about a fall to $5 a barrel but for 






































the first time in two decades, the oil ex- 
porting countries got their act together, 
limited production and succeeded in push- 
ing prices up’ [Financial Times] 
limitation /,limr'terf(a)n/ noun the act 
of allowing only a specific quantity of 
something O The contract imposes limita- 
tions on the number of cars which can be 
imported. o limitation of liability the 
fact of making someone liable for only a 
part of the damage or loss 
limited /'lımıtıd/ adjective restricted 
limited company /lımıtıd 
'kamp(ə)ni/ noun a company where each 
shareholder is responsible for the compa- 
ny’s debts only to the amount that he or 
she has invested in the company. Limited 
companies must be formed by at least 2 
directors. Abbreviation Ltd. Also called 
limited liability company 
limited liability /,lımıtıd larə'bılıti/ 
noun a situation where someone’s liabili- 
ty for debt is limited by law 
limited liability company /,lımıtıd 
laro'biliti_ ,kamp(ə)ni/ noun same as 
limited company 
limited market /limitid 'markit/ 
noun a market which can take only a spe- 
cific quantity of goods 
limited partner /lımıtıd 'pa:tno/ 
noun a partner who is responsible for the 
debts of the firm only up to the amount of 
money which he or she has provided to 
the business 
limited partnership = /,lmmitid 
‘pa:tnofip/ noun a registered business 
where the liability of the partners is limit- 
ed to the amount of capital they have each 
provided to the business and where the 
partners may not take part in the running 
of the business 
limiting /'lımıtıy/ adjective not allow- 
ing something to go beyond a point, re- 
stricting O a limiting clause in a contract 
O The short holiday season is a limiting 














factor on the hotel trade. 


line /lain/ noun 1. a row of letters or fig- 
ures on a page 2. a series of things, one af- 
ter another 3. same as product line 4. US 
arow of people waiting one after the other 
(NOTE: The UK term is queue.) 5. a short 
letter 6. o the line is bad it is difficult to 
hear clearly what someone is saying o the 
line is engaged the person is already 
speaking on the phone o the chairman is 
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on the other line the chairman is speak- 
ing on his second telephone 7. a block of 
shares (traded on a Stock Exchange) 8. a 
type of goods produced or sold by some- 
one 
“...cash paid for overstocked lines, factory 
seconds, slow sellers, etc.’ 
[Australian Financial Review] 
line chart /‘lain tfa:t/ noun a chart or 
graph using lines to indicate values 


line management /‘lain 
smeenid3mont/ noun the organisation of 
a company where each manager is re- 
sponsible for doing what their superior 
tells them to do. Also called line organi- 
sation 


line manager /‘lam ,mzenid30/ noun a 
manager responsible to a superior, but 
with authority to give orders to other em- 
ployees 

line of business /lamn ov 'bıznıs/ 
noun a type of business or work 


line of command /,lam ov kə'ma:nd/ 
noun an organisation of a business where 
each manager is responsible for doing 
what his superior tells him to do 


line of credit /,lam ov 'kredit/ noun 1. 
the amount of money made available to a 
customer by a bank as an overdraft o to 
open a line of credit or a credit line to 
make credit available to someone 2. the 
borrowing limit on a credit card 


line of shares /,lain ov 'feəz/ noun a 
large block of shares sold as one deal on 
the stock exchange 


line organisation /‘lam əigənaır 
,Ze1f(a)n/ noun same as line manage- 
ment 


line printer /‘lain ,printo/ noun a ma- 
chine which prints information from a 
computer, printing one line at a time (the 
quality is not as good as laser printers or 
inkjet printers but line printers are the 
only type which print on multipart sta- 
tionery) 

link /lıyk/ verb to join or to attach to 
something else O to link pensions to infla- 
tion O to link bonus payments to produc- 
tivity O His salary is linked to the cost of 
living. ù index-linked m noun 1. same as 
hyperlink 2. a connection or connecting 
device 


linking /'lıykıy/ noun the process of 
connecting two or more websites or doc- 














uments by inserting links that enable us- 
ers to move from one to the other 


liquid /'lıkwıd/ adjective easily convert- 
ed to cash, or containing a large amount 
of cash 


liquid assets /likwid 'æsets/ plural 
noun cash, or investments which can be 
quickly converted into cash 


liquidate /'lıkwıdert/ verb o to liqui- 
date a company to close a company and 
sell its assets o to liquidate a debt to pay 
a debt in full o to liquidate stock to sell 
stock to raise cash 


liquidation /likwi'detf(a)n/ noun 1. 
the sale of assets for cash o liquidation of 
a debt payment of a debt 2. the winding 
up or closing of a company and selling of 
its assets o the company went into liqui- 
dation the company was closed and its 
assets sold 

liquidator /‘Itkwiderta/ noun a person 
named to supervise the closing of a com- 
pany which is in liquidation 

liquidity /l1'kwiditi/ noun 1. cash, or 
the fact of having cash or assets which can 
be changed into cash o liquidity crisis 
not having enough cash or other liquid as- 
sets 2. assets which can be changed into 
cash 

liquidity ratio /l'kwiditi ,rerfiau/ 
noun an accounting ratio used to measure 
an organisation’s liquidity. It is calculated 
by taking the business’s current assets, 
minus its stocks, divided by its current li- 
abilities. Also called acid test ratio, 
quick ratio 


liquor licence /‘Iika ,lars(a)ns/ noun a 
government document allowing someone 
to sell alcohol 


lira /‘lrara/ noun 1. a former unit of cur- 
rency in Italy O the book cost 2,700 lira or 
L2,700 (NOTE: Lira is usually written L 
before figures: L2,700.) 2. a unit of cur- 
rency used in Turkey 


list /lıst/ noun 1. several items written 
one after the other O They have an attrac- 
tive list of products or product list. O I 
can’t find that item on our stock list. O 
Please add this item to the list. O She 
crossed the item off her list. 2. a catalogue 
E verb to write a series of items one after 
the other O to list products by category O 
to list representatives by area O to list 
products in a catalogue O The catalogue 
lists ten models of fax machine. 
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listed company /,l1stid 'kamp(e)ni/ 
noun a company whose shares can be 
bought or sold on the Stock Exchange 
listed securities /listid s1'kjuorttiz/ 
plural noun shares which can be bought 
or sold on the Stock Exchange, shares 
which appear on the official Stock Ex- 
change list 
listing details /'lıstıy ,di:terlz/ plural 
noun 1. details of a company which are 
published when the company applies for a 
stock exchange listing (the US equivalent 
is the ‘registration statement’) 2. details 
of the institutions which are backing an 
issue 
listing paper /'lıstıy ,perpə/ noun pa- 
per made as a long sheet, used in compu- 
ter printers 
listing particulars § /‘listt pə 
,tikjulez/ plural noun same as listing 
details 
list price /'lıst prats/ noun the price for 
something as given in a catalogue 
literature /'lıt(ə)rət fə/ noun written in- 
formation about something O Please send 
me literature about your new product 
range. 
litigant /‘I1trgant/ noun a person who 
brings a lawsuit against someone 
litigation § /,l1ti'gerf(a)n/ noun the 
bringing of a lawsuit against someone 
litre /‘li:to/ noun a measure of liquids 
(NOTE: The US spelling is liter.) o the 
car does fifteen kilometres to the litre, 
fifteen kilometres per litre the car uses 
one litre of petrol to travel fifteen kilome- 
tres 
lively /‘larvli/ adjective n lively market 
an active stock market, with many shares 
being bought or sold 
livery /'lıvəri/ noun a company’s own 
special design and colours, used e.g. on 
uniforms, office decoration and vehicles 
living wage /,l1vin 'we1d3/ noun he 
does not earn enough to pay for essentials 
(food, heat, rent) 
Lloyd’s /lo1dz/ noun the central London 
insurance market 
COMMENT: Lloyd’s is an old-established 
insurance market. The underwriters who 
form Lloyd’s are divided into syndicates, 
each made up of active underwriters 
who arrange the business and non-work- 
ing underwriters (called ‘names’) who 


stand surety for any insurance claims 
which may arise. 


























Lloyd’s Register /lordz 'red3isto/ 
noun a classified list showing details of 
all the ships in the world and estimates of 
their condition 


Lloyd’s underwriter / lordz 
‘andoraita/ noun a member of an insur- 
ance group at Lloyd’s who accepts to un- 
derwrite insurances 


load /laud/ noun an amount of goods 
which are transported in a particular vehi- 
cle or aircraft o the load of a lorry or of 
a container the goods carried by a lorry 
or in a container o maximum load the 
largest weight of goods which a lorry or 
plane can carry m verb 1. o to load a lor- 
ry, a ship to put goods into a lorry or a 
ship for transporting O to load cargo onto 
a ship O a truck loaded with boxes O a 
ship loaded with iron o a fully loaded 
ship a ship which is full of cargo 2. (of a 
ship) to take on cargo O The ship is load- 
ing a cargo of wood. 3. to put a program 
into a computer O Load the word- 
processing program before you start key- 
boarding. 4. to add extra charges to a 
price 

load-carrying capacity /'ləud 
ikeeriin kə, pæsıti/ noun the amount of 
goods which a lorry is capable of carrying 
loaded price /,loudid 'prats/ noun a 
price which includes an unusually large 
extra payment for some service O That 
company is notorious for loading its pric- 
es. 

load factor /‘loud ,fekta/ noun a 
number of seats in a bus, plane or train 
which are occupied by passengers who 
have paid the full fare 

loading /‘loudin/ noun the process of 
assigning work to workers or machines O 
The production manager has to ensure 
that careful loading makes the best use of 
human resources. 

loading bay /‘loudin bet/ noun a sec- 
tion of road in a warehouse, where lorries 
can drive in to load or unload 

loading dock /'ləudy dpk/ noun the 
part of a harbour where ships can load or 
unload 

loading ramp /‘loudin remp/ noun a 
raised platform which makes it easier to 
load goods onto a lorry 

load line /‘laud latn/ noun a line paint- 
ed on the side of a ship to show where the 
water should reach for maximum safety if 
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the ship is fully loaded (NOTE: also called 
Plimsoll line on British ships) 
loan /laun/ noun money which has been 
lent m verb to lend something O The truck 
has been loaned by the local haulage 
company. 
“...over the last few weeks, companies 
raising new loans from international banks 
have been forced to pay more, and an unu- 
sually high number of attempts to syndi- 
cate loans among banks has failed’ 
[Financial Times] 
loan capital /‘loun ,kæpıt(ə)l/ noun a 
part of a company’s capital which is a 
loan to be repaid at a later date 
loan shark /‘loun fazk/ noun a person 
who lends money at a very high interest 
rate 
loan stock /'ləun stpk/ noun stock is- 
sued by a company at a fixed rate of inter- 
est, as a means of raising a loan 
lobby /'lobi/ noun a group of people 
who try to influence MPs, members of 
town councils, etc. o the energy-saving 
lobby people who try to persuade MPs to 
pass laws to save energy Ml verb to try to 
influence members of parliament, mem- 
bers of town councils, etc. O The group 
lobbied the chairmen of all the commit- 
tees. 
local /'ləuk(ə)l/ adjective located in or 
providing a service for a restricted area W 
noun US a branch of a national trade un- 
ion 
“...each cheque can be made out for the lo- 
cal equivalent of £100 rounded up to a 
convenient figure’ [Sunday Times] 
“...the business agent for Local 414 of the 
Store Union said his committee will rec- 
ommend that the membership ratify the 
agreement’ [Toronto Star] 
‘EC regulations insist that customers can 
buy cars anywhere in the EC at the local 
pre-tax price’ [Financial Times] 
local area network /,lauk(a)l ,earia 
'‘netwa:k/ noun a network of computers 
and associated devices such as printers 
linked by cable in an area and able to 
share resources. Abbreviation LAN 
local authority /ləuk(ə)l 9:'@priti/ 
noun an elected section of government 
which runs a small area of the country 
local call /,louk(o)I 'ko:I/ noun a tele- 
phone call to a number on the same ex- 
change as your own or to one on a neigh- 
bouring exchange 














local currency /,lovuk(9)l 'karonsi/ 
noun the currency of a particular country 
where a transaction is being carried out O 
Because of the weakness of the local cur- 
rency, all payments are in dollars. 
local government / lauk(a)l 
'gAv(a)nmont/ noun elected authorities 
and administrative organisations which 
deal with the affairs of small areas of a 
country 
localisation /glavkolar'ze1f(a)n/ 
noun 1. the process of restricting some- 
thing to a particular area or adapting it for 
use in a particular area 2. the translation 
of a website into a language or idiom that 
can be easily understood by the target 
user 
local labour /ləuk(ə)l 'letbo/ noun 
workers who are recruited near a factory, 
and are not brought there from a distance 
locally /‘lauk(a)li/ adverb in the area 
near where an office or factory is based O 
We recruit all our staff locally. 
local press /lauk(9)l 'pres/ noun 
newspapers which are sold in a small area 
of the country O The product was only ad- 
vertised in the local press as it was only 
being distributed in that area of the coun- 
try. 
local time /‘louk(a)l tarm/ noun the 
time in the country where something is 
happening O /fit is 12.00 noon in London, 
it will be 5 o’clock in the morning local 
time. 
locate /lou'keit/ verb o to be located to 
be in a certain place O The warehouse is 
located near to the motorway. 
lock up phrasal verb 1. o to lock up a 
shop, an office to close and lock the 
door at the end of the day’s work 2. o to 
lock up capital to have capital invested 
in such a way that it cannot be used for 
other investments 
locking up /,lnkm 'ap/ noun o the 
locking up of money in stock the act of 
investing money in stock so that it cannot 
be used for other, possibly more profita- 
ble, investments 
lockout /‘Ipkavt/ noun an industrial 
dispute where the management will not 
let the workers into the factory until they 
have agreed to the management’s condi- 
tions 
lock-out /,lnk 'aut/ noun o to lock out 
workers to shut the factory door so that 
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workers cannot get in and so force them 
not to work until the conditions imposed 
by the management are met 


lock-up premises /lok ap 
‘premisiz/ plural noun a shop or other 
commercial building which has no living 
accommodation and which the proprietor 
locks at night when it is closed 

lock-up shop /'lokap 'fop/, lock-up 
premises /'premisiz/ noun same as 
lock-up premises 


lodge /lvd3/ verb n to lodge a com- 
plaint against someone to make an offi- 
cial complaint about someone o to lodge 
money with someone to deposit money 
with someone o to lodge securities as 
collateral to put securities into a bank to 
be used as collateral for a loan 


log /lvg/ verb to write down all that hap- 
pens o to log phone calls to note all de- 
tails of phone calls made 
‘I have just been trying to log onto a web- 
site for one hour — from 8.00 am to 9.00 
am — to buy some shares. Their server just 
can’t cope with the Monday morning rush 
to buy’ [Investors Chronicle] 
log off phrasal verb to stop work on a 
computer program and close down the 
program (NOTE: logging — logged) 
log on phrasal verb to start a computer 
program by entering a password, and 
various other instructions 
logistics /lo'd31strks/ noun the task or 
science of managing the movement, stor- 
age, and processing of materials and in- 
formation in a supply chain (NOTE: Logis- 
tics includes the acquisition of raw mate- 
rials and components, manufacturing or 
processing, and the distribution of fin- 
ished products to the end user.) 


logo /'laugau/ noun a symbol, design or 
group of letters used by a company as a 
mark on its products and in advertising 


London gold fixing /,landon ‘gould 
ifiksin/ noun a system where the world 
price for gold is set each day in London 


long /lpn/ adjective for a large period of 
time o in the long term over a long peri- 
od of time o to take the long view to plan 
for a long period before current invest- 
ment becomes profitable 

long credit /,lon 'kredit/ noun credit 
terms which allow the borrower a long 
time to pay 










































































long-dated bill /lon ,dertid 'brl/ 
noun a bill which is payable in more than 
three months’ time 


long-dated stocks /loņ  dertid 
'stoks/ plural noun same as longs 


long-distance /,lnn ‘distons/ adjec- 
tive o long-distance flight flight to a des- 
tination which is a long way away 
long-distance call /loņ distons 
'ko:l/ noun a telephone call to a number 
which is not near 


longhand /'lophænd/ noun handwrit- 
ing where the words are written out in full 
and not typed or in shorthand O Applica- 
tions should be written in longhand and 
sent to the human resources manager. 


long-haul flight /,lon ho: 'flart/ noun 
long-distance flight, especially one be- 
tween continents 

long lease /,lvn 'lixs/ noun a lease 
which runs for fifty years or more O to 
take an office building on a long lease 


long-range /, lon 'reind3/ adjective for 
a long period of time in the future o long- 
range economic forecast a forecast 
which covers a period of several years 


longs /lpyz/ plural noun government 
stocks which will mature in over fifteen 
years’ time. Also called long-dated 
stocks 

long-standing /,lvn 'steendin/ adjec- 
tive which has been arranged for a long 
time O a long-standing agreement 
long-standing customer, customer of 
long standing a person who has been a 
customer for many years 


long-term / lon 'ts:m/ adjective O The 
management projections are made on a 
long-term basis. O Sound long-term plan- 
ning will give the company more direc- 
tion. O It is in the company’s long-term 
interests to have a contented staff. 0 ona 
long-term basis continuing for a long pe- 
riod of time o long-term debts debts 
which will be repaid many years later 
long-term forecast a forecast for a period 
of over three years o long-term loan a 
loan to be repaid many years later o long- 
term objectives aims which will take 
years to achieve 

“...land held under long-term leases is not 

amortized’ [Hongkong Standard] 

“...the company began to experience a de- 

mand for longer-term mortgages when the 
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flow of money used to finance these loans 
diminished’ [Globe and Mail (Toronto) | 
long-term unemployed / loy t3:m 
,Anim'plord/ noun people who have been 
out of work for more than a year 
long ton /,lpn 'tan/ noun a measure of 
weight (= 1016 kilos) 
loophole /‘lu:phaul/ noun o to find a 
loophole in the law to find a means of le- 
gally avoiding the law o to find a tax 
loophole to find a means of legally not 
paying tax 
“...because capital gains are not taxed but 
money taken out in profits is taxed, owners 
of businesses will be using accountants 
and tax experts to find loopholes in the 
law’ [Toronto Star] 
loose /lu:s/ adjective not packed togeth- 
er to sell loose potatoes, to sell pota- 
toes loose to sell potatoes in quantities 
which are separately weighed, not in pre- 
viously weighed packets 
loose change /,lu:s 'tfemnd3/ noun 
money in coins 
loose-leaf book /,lu:s li:f 'buk/ noun 
a book with loose pages which can be tak- 
en out and fixed back in again on rings 
lorry /'lori/ noun a large motor vehicle 
for carrying goods O he drives a five-ton 
lorry 
lorry-load /'lori laud/ noun the amount 
of goods carried on a lorry or in a contain- 
er O They delivered six lorry-loads of 
coal. 
lose /lu:z/ verb 1. not to have something 
any more o to lose an order not to get an 
order which you were hoping to get O 
During the strike, the company lost six or- 
ders to American competitors. a to lose 
control of a company to find that you 
have less than 50% of the shares and so 
are no longer able to control the company 
to lose customers to have fewer cus- 
tomers O Their service is so slow that they 
have been losing customers. o she lost 
her job when the factory closed she was 
made redundant 2. to have less money O 
He lost £25,000 in his father’s computer 
company. 3. to drop to a lower price O 
The dollar lost two cents against the yen. 
O Gold shares lost 5% on the market yes- 
terday. the pound has lost value the 
pound is worth less 
lose out phrasal verb to suffer as a re- 
sult of something O The company has 
lost out in the rush to make cheap com- 


































































































puters. O We lost out to a Japanese 
company who put in a lower tender for 
the job. 


loss /lps/ noun 1. the state or process of 
not having something any more o loss of 
customers not keeping customers be- 
cause of bad service, high prices, etc. 
loss of an order not getting an order 
which was expected o the company suf- 
fered a loss of market penetration the 
company found it had a smaller share of 
the market 2. the state of having less mon- 
ey than before or of not making a profit 
the company suffered a loss the compa- 
ny did not make a profit o to report a loss 
not to show a profit in the accounts at the 
end of the year O The company reported a 
loss of £1m on the first year’s trading. 
the car was written off as a dead loss or 
a total loss the car was so badly damaged 
that the insurers said it had no value o at 
aloss making a loss, not making any prof- 
it O The company is trading at a loss. O 
We sold the shop at a loss. o to cut your 
losses to stop doing something which is 
losing money 3. the state of being worth 
less or having a lower value O Shares 
showed losses of up to 5% on the Stock 
Exchange. 4. the state of weighing less 
loss in weight goods which weigh less 
than when they were packed o loss in 
transport the amount of weight which is 
lost while goods are being transported 5. 
damage to property or destruction of 
property, which is then subject to an in- 
surance claim o the cargo was written 
off as a total loss the cargo was so badly 
damaged that the insurers said it had no 
value 

“...against losses of FFr 7.7m two years 

ago, the company made a net profit of FFr 

300,000 last year’ [Financial Times] 
loss adjuster /‘Ips 9,d3asto/ noun a 
person who calculates how much insur- 
ance should be paid on a claim 
loss-leader /'Ips ,li:da/ noun an article 
which is sold at a loss to attract customers 
O We use these cheap films as a loss-lead- 
er. 
loss of earnings /,lps əv '3:n1nz/ plu- 
ral noun payment to someone who has 
stopped earning money or who is not able 
to earn money 
loss of office /,lvs əv 'pf1s/ noun pay- 
ment to a director who is asked to leave a 
company before his contract ends 
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lot /lot/ noun 1. a large quantity © a lot 
of people or lots of people are out of work 
2. a group of items sold together at an 
auction O to bid for lot 23 O At the end of 
the auction half the lots were unsold. 3. a 
group of shares which are sold O to sell a 
lot of shares O to sell shares in small lots 
4. US a piece of land, especially one to be 
used for redevelopment O They bought a 
lot and built a house. 


lottery /'lotəri/ noun a game where 
numbered tickets are sold and prizes giv- 
en for some of the numbers 


low /lau/ adjective not high or not much 
O Low overhead costs keep the unit cost 
low. O We try to keep our wages bill low. 
O The company offered him a mortgage at 
a low rate of interest. O The pound is at a 
very low rate of exchange against the dol- 
lar. o low volume of sales small number 
of items sold ™ noun a point where prices 
or sales are very small O the highs and 
lows on the stock market O Sales have 
reached a new low. o highs and lows on 
the Stock Exchange a list of shares 
which have reached a new high or low 
price in the previous day’s trading 
shares have hit an all-time low shares 
have reached their lowest price ever 
‘...after opening at 79.1 the index touched 
a peak of 79.2 and then drifted to a low of 
78.8 [Financial Times] 
“...the pound which had been as low as 
$1.02 earlier this year, rose to $1.30’ [For- 
tune | 


lower /'laua/ adjective smaller or less 
high O a lower rate of interest O Sales 
were lower in December than in Novem- 
ber. @ verb to make something smaller or 
less expensive O to lower prices to secure 
a larger market share O Industrialists 
have asked the bank to lower interest 
rates. 


‘Canadian and European negotiators 
agreed to a deal under which Canada could 
keep its quotas but lower its import duties’ 
[Globe and Mail (Toronto)]| 


lowering /'ləuəry/ noun the act of 
making smaller or less expensive O Low- 
ering the prices has resulted in increased 
sales. O We hope to achieve low prices 
with no lowering of quality. 


low-grade /'lau gre1d/ adjective 1. not 
very important O a low-grade official 
from the Ministry of Commerce 2. not of 






































very good quality O The car runs best on 
low-grade petrol. 

low-level /,lou 'lev(a)l/ adjective not 
very important O A low-level delegation 
visited the ministry. O A low-level meeting 
decided to put off making a decision. 
low-level computer language /,ləu 
lev(a)l kom'pju:ta ,lengwid3/ noun 
programming language similar to ma- 
chine code 

low-pressure /,lau 'prefa/ adjective 
low-pressure sales sales where the sales- 
person does not force someone to buy, but 
only encourages them to do so 
low-quality /ləu 'kwoliti/ adjective 
not of good quality O They tried to sell us 
some low-quality steel. 

low season /,lau 'si:z(a)n/ noun a pe- 
riod when there are few travellers O Air 














fares are cheaper in the low season. 


loyal /‘loral/ adjective 1. always buying 
the same brand or using the same shop O 
The aim of the advertising is to keep the 
customers loyal. 2. referring to an em- 
ployee who supports the company they 
work for (NOTE: You are loyal to some- 
one or something.) 

loyalty /‘loralti/ noun the state of being 
faithful to someone or something 

Ltd abbr limited company 

lull /lal/ noun a quiet period O After last 
week’s hectic trading this week’s lull was 
welcome. 

lump /lamp/ noun o the Lump, Lump 
labour self-employed workers who are 
paid a lump sum for a day’s work or for 
the amount of work completed (often 
with a view to avoiding tax) 

lump sum /,lamp 'sam/ noun money 
paid in one single amount, not in several 
small sums O When he retired he was giv- 
en a lump-sum bonus. O She sold her 
house and invested the money as a lump 
sum. 

luncheon voucher /'lanftən 
,vautfə/ noun a ticket given by an em- 
ployer to an employee in addition to their 
wages, which can be exchanged for food 
in a restaurant 

lunch hour /'lantf auo/, lunchtime 
/‘lantftaim/ noun the time when people 
have lunch O the office is closed during 
the lunch hour or at lunchtimes 

luxury /'lakfəri/ noun, adjective refer- 
ring to an expensive thing which is not 
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necessary but which is good to have O a 
black market in luxury articles O Luxury 
items are taxed very heavily. 


luxury goods /'lakfəri gudz/, luxury 
items /'lakfəri ,attomz/ plural noun ex- 
pensive items which are not basic neces- 
sities 


M 


m abbr 1. metre 2. mile 3. million 


MO /,em 'no:t/ symbol the narrowest 
British measure of money supply, includ- 
ing coins and notes in circulation plus the 
deposits of commercial banks with the 
Bank of England 
‘Bank of England calculations of notes in 
circulation suggest that the main compo- 
nent of the narrow measure of money sup- 
ply, MO, is likely to have risen by 0.4 per 
cent after seasonal adjustments’ [Times] 
M1 /,em 'wan/ symbol a measure of 
money supply, including all coins and 
notes plus personal money in current ac- 
counts 


M2 /,em 'tu:/ symbol a measure of mon- 
ey supply, including coins and notes and 
personal money in current and deposit ac- 
counts 


M3 /,em 'Ori:/ symbol a broad measure 
of money supply, including M2 and per- 
sonal money in government deposits and 
deposits in currencies other than sterling 
(in the US, it includes time deposits of 
more than $100,000 and money market 
funds and Eurodollars held by US resi- 
dents) 

£M3 symbola British measure of sterling 
money supply, including coins and notes, 
personal money in current and deposit ac- 
counts and government deposits 
Maastricht Treaty /'ma:strıkt ,tri:ti/ 
noun a treaty signed in 1992 which sets 
out the principles for a European Union 
and the convergence criteria for states 
wishing to join the EMU 


machine /mo'fi:n/ noun a device 
which works with power from a motor 
machine code /mo'fi:n koud/ noun 
instructions and information shown as a 
series of figures (0 and 1) which can be 
read by a computer 

machine-made /mo'fi:n meid/ adjec- 
tive manufactured by a machine, not by 
people 

machine-readable code /mo,fimn 
Ti:dab(a)l 'kəud/ noun a set of signs or 
letters (such as a bar code or post code) 
which can be read by computers 
machinery /mo'fi:nori/ noun 1. ma- 
chines 2. an organisation or a system O 
the local government machinery or the 
machinery of local government is slow to 
act O the administrative machinery of a 
university O the machinery for awarding 
government contracts O The administra- 
tive machinery needs reviewing. 
machinery guard /mo'fi:nori ga:d/ 
noun a piece of metal to prevent workers 
from getting hurt by the moving parts of a 
machine 

machine shop /mə'fi:n fop/ noun a 
place where working machines are placed 
machine tool /mə'fi:in tu:l/ noun a 
tool worked by a motor, used to work on 
wood or metal 

machinist /ma'fi:ntst/ noun a person 
who operates a machine 

macro- /mekrou/ prefix very large, 
covering a wide area 
macroeconomics / mækrəvi:kə 
‘nomiks/ plural noun a study of the eco- 


Macromedia Flash™ 
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nomics of a whole area, a whole industry, 
a whole group of the population or a 
whole country, in order to help in eco- 
nomic planning. Compare microeco- 
nomics (NOTE: takes a singular verb) 
Macromedia Flash™ noun a trade 
name for a type of animation software 
used on the Web, which is characterised 
by small file sizes, easy scaleability and 
the use of streaming technology 

Madam /'mædəm/ noun a formal way 
of addressing a woman, especially one 
whom you do not know o Dear Madam 
beginning of a letter to a woman whom 
you do not know 

Madam Chairman /,medom 
'tfeomon/, Madam Chairwoman 
/,meedom 'tfeə,wumən/ noun a way of 
speaking to a female chairman of a com- 
mittee or meeting 

made /meid/ adjective produced or 
manufactured O made in Japan or Japa- 
nese made ù make 

made-to-measure /,meid tə 'me3a/ 
adjective made to fit the requirements of 
the customer O made-to-measure kitchen 
cabinets O a made-to-measure suit 
magazine mailing /mægə'zi:n 
metlin/ noun the sending of copies of a 
magazine by post to subscribers 
magnate /'mzgneit/ noun an impor- 
tant businessman O a shipping magnate 
magnetic card /mzg,netik 'ka:d/ 
noun plastic card with a strip of magnetic 
recording material on its surface, allow- 
ing data to be stored and used 
magnetic strip /mzg,netrk 'strip/, 
magnetic stripe /mzg,netik 'strarp/ 
noun a black strip on credit cards and 
cashpoint cards, on which personal infor- 
mation about the account is recorded 
mail box /‘merl boks/ noun 1. one of 
several boxes where incoming mail is put 
in a large building 2. a number where 
email messages are received 3. a box 
where letters which are being sent are put 
to be collected 4. an area of a computer 
memory where emails are stored 

mailer /'me1lə/ noun packaging made of 
folded cardboard, used to mail items 
which need protection O a diskette mailer 
mailing /'merlin/ noun the sending of 
something by post O the mailing of pub- 
licity material o to buy a mailing list to 
pay a society or other organisation money 


























to buy the list of members so that you can 
use it to mail publicity material 

mailing list /‘merl1y lıst/ noun a list of 
names and addresses of people who might 
be interested in a product, or a list of 
names and addresses of members of a so- 
ciety O to build up a mailing list O Your 
name is on our mailing list. 

mailing piece /‘merlin pi:s/ noun a 
leaflet suitable for sending by direct mail 
mailing tube /‘meilin tjurb/ noun a 
stiff cardboard or plastic tube, used for 
mailing large pieces of paper such as 
posters 

mail merge /'meil ms:d3/ noun a 
word-processing program that allows a 
standard form letter to be printed out to a 
series of different names and addresses 
mail order /,me1l 'o:da/ noun a system 
of buying and selling from a catalogue, 
placing orders and sending goods by mail 
O We bought our kitchen units by mail or- 
der. 

mail-order business /'meil o:do 
,biznis/ noun a company which sells its 
products by mail 

mail-order catalogue /'meil o:do 
,kæt(ə)log/ noun a catalogue from which 
a customer can order items to be sent by 
mail 

mail-order selling /‘metl o:doa ,selin/ 
noun a method of selling in which orders 
are taken and products are delivered by 
mail 

mail room /'merl ru:m/ noun a section 
of a building where incoming letters are 
sorted and distributed to departments 
mail shot /‘mel fot/ noun leaflets sent 
by post to possible customers 

main /metn/ adjective most important O 
main office O main building O one of our 
main customers O The main building 
houses our admin and finance depart- 
ments. 


mainframe /'meinfrerm/ noun a large 
computer O The office PCs interface with 
the mainframe computer in the company 
headquarters. 

mainstream corporation tax 
/meinstriim ,korpo'rerf(a)n tæks/ 
noun the total tax paid by a company on 
its profits less any advance corporation 
tax, which a company has already paid 
when distributing profits to its sharehold- 
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ers in the form of dividends. Abbreviation 
MCT 

Main Street /'‘mein stri:t/ noun US the 
most important street in a town, where the 
shops and banks usually are 


maintain /mein'tern/ verb 1. to keep 
something going or working O We try to 
maintain good relations with our custom- 
ers. O Her trip aims to maintain contact 
with her important overseas markets. 2. 
to keep something working at the same 
level O to maintain an interest rate at 5% 
O The company has maintained the same 
volume of business in spite of the reces- 
sion. o to maintain a dividend to pay the 
same dividend as the previous year 


maintenance /'merntənəns/ noun 1. 
the process of keeping things going or 
working O Maintenance of contacts is im- 
portant for a sales rep. O It is essential to 
ensure the maintenance of supplies to the 
factory. 2. the process of keeping a ma- 
chine in good working order O We offer a 
full maintenance service. 
“...responsibilities include the mainte- 
nance of large computerized databases’ 
[Times] 
“...the federal administration launched a 
full-scale investigation into the airline’s 
maintenance procedures’ [Fortune] 
maintenance contract 
/‘meintonons ,kontrekt/ noun a con- 
tract by which a company keeps a piece of 
equipment in good working order 
majeure /mz'33:/» force majeure 
major /'me1d3ə/ adjective important O 
There is a major risk of fire. o major 
shareholder a shareholder with a large 
number of shares 
“...if the share price sinks much further the 
company is going to look tempting to any 
major takeover merchant’ [Australian 
Financial Review] 
“...monetary officials have reasoned that 
coordinated greenback sales would be able 
to drive the dollar down against other ma- 
jor currencies’ [Duns Business Month] 
“...a client base which includes many ma- 
jor commercial organizations and nation- 
alized industries’ [Times] 
majority /mo'dzpriti/ noun 1. more 
than half of a group o majority of the 
shareholders more than 50% of the 
shareholders o the board accepted the 
proposal by a majority of three to two 
three members of the board voted to ac- 


















































cept the proposal and two voted against 
accepting it 2. the number of votes by 
which a person wins an election O He was 
elected shop steward with a majority of 
three hundred. 
majority interest /mo'd3priti 
‘intrast/ noun a situation where someone 
owns a majority or a minority of shares in 
a company O He has a majority interest in 
a supermarket chain. 
majority shareholder /mo,d3proti 
‘feahoulda/ noun a person who owns 
more than half the shares in a company 
majority shareholding /mo,d3proti 
‘feahouldi/ noun a group of shares 
which are more than half the total 
majority vote /mo'dzpriti vout/, ma- 
jority decision /moa'd3priti d1,s13(9)n/ 
noun a decision which represents the 
wishes of the largest group as shown by a 
vote 
make /metk/ noun a brand or type of 
product manufactured O Japanese makes 
of cars O a standard make of equipment O 
What make is the new computer system or 
What’s the make of the new computer sys- 
tem? @ verb 1. to produce or to manufac- 
ture O The employees spent ten weeks 
making the table. O The factory makes 
three hundred cars a day. 2. to earn mon- 
ey O He makes £50,000 a year or £25 an 
hour. 3. to increase in value O The shares 
made $2.92 in today’s trading. 4. o to 
make a profit to have more money after 
a deal o to make a loss to have less mon- 
ey after a deal o to make a killing to 
make a very large profit 
make good phrasal verb 1. to repair O 
The company will make good the dam- 
age. 2. to be a success O a local boy 
made good local person who has be- 
come successful 
make out phrasal verb to write some- 
thing O to make out an invoice O The 
bill is made out to Smith & Co. o to 
make out a cheque to someone to write 
someone’s name on a cheque 
make over phrasal verb to transfer 
property legally O to make over the 
house to your children 
make up phrasal verb 1. to compen- 
sate for something o to make up a loss 
or difference to pay extra so that the 
loss or difference is covered 2. o to 
make up accounts to complete the ac- 
counts 
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make up for phrasal verb to compen- 
sate for something O to make up for a 
short payment or for a late payment o to 
make up for a short order to send 
items which were missing in the origi- 
nal order o to make up for a late pay- 
ment to pay more than is owed because 
the payment is late 
maker /'merkə/ noun a person or com- 
pany which makes something O a major 
car maker © a furniture maker 
make-ready time /,merk 'redi ,tarm/ 
noun a time to get a machine ready to 
start production 
making /‘merkin/ noun the production 
of an item O Ten tons of concrete were 
used in the making of the wall. 
maladministration /,mæləd,mını 
'strerf(ə)n/ noun incompetent adminis- 
tration 
malfunction /mzl'fankfon/ noun the 
fact of not working properly O The data 
was lost due to a software malfunction. Wm 
verb not to work properly O Some of the 
keys on the keyboard have started to mal- 
function. 
man /men/ noun a male worker, espe- 
cially a manual worker without special 
skills or qualifications O All the men went 
back to work yesterday. m verb to provide 
the workforce for something O 1t takes six 
workers to man a shift. O We need volun- 
teers to man the exhibition on Sunday. O 
The exhibition stand was manned by three 
salesgirls. (NOTE: manning — manned. 
Note also to man does not mean only 
using men) 
manage /'mznid3/ verb 1. to direct or 
to be in charge of something O to manage 
a branch office O A competent and moti- 
vated person is required to manage an im- 
portant department in the company. 2. 
to manage property to look after rented 
property for the owner 3. o to manage to 
to be able to do something O Did you 
manage to see the head buyer? O She 
managed to write six orders and take 
three phone calls all in two minutes. 
“...the research director will manage and 
direct a team of graduate business analysts 
reporting on consumer behaviour through- 
out the UK’ [Times] 
manageable /'mznid3ab(9)I/ adjec- 
tive which can be dealt with O The inter- 
est payments, though high, are still man- 
ageable. O The problems which the com- 


















































pany faces are too large to be 


manageable by one person. 


managed fund /,menid3d 'fand/ 
nouna unit trust fund which is invested in 
specialist funds within the group and can 
be switched from one specialised invest- 
ment area to another 


managed hosting = /,mznid3d 
‘houstin/ noun a hosting option in which 
the hosting company is mainly responsi- 
ble for a client’s servers, often supplying 
and managing not only the hardware but 
the software as well 


management /'mznid3mont/ noun 
1. the process of directing or running a 
business O a management graduate or a 
graduate in management O She studied 
management at university. O Good man- 
agement or efficient management is es- 
sential in a large organisation. O Bad 
management or inefficient management 
can ruin a business. 2. a group of manag- 
ers or directors O The management has 
decided to give everyone a pay increase. 
(NOTE: Where management refers to a 
group of people it is sometimes followed 
by a plural verb.) 
“...the management says that the rate of 
loss-making has come down and it expects 
further improvement in the next few years’ 
[Financial Times] 
management accountant 
/'‘meenid3mont o,kauntont/ noun an ac- 
countant who prepares financial informa- 
tion for managers so that they can take de- 
cisions 
management accounts 
/‘meenid3mont 9,kaunts/ plural noun fi- 
nancial information prepared for a man- 
ager so that decisions can be made, in- 
cluding monthly or quarterly financial 
statements, often in great detail, with 
analysis of actual performance against the 
budget 
management buyin /,mznid3mont 
‘barin/ noun the purchase of a subsidiary 
company by a group of outside directors. 
Abbreviation MBI 
management buyout 
/,mzenid3mont 'baraut/ noun the takeo- 
ver of a company by a group of employ- 
ees, usually senior managers and direc- 
tors. Abbreviation MBO 
management by exception 
/mænıdzmənt bai 1k'sepfan/ noun a 
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management system whereby deviations 
from plans are located and corrected 


management by objectives 
/,mzenid3mont bai ob'dzektrvz/ nouna 
way of managing a business by planning 
work for the managers to do and testing if 
it is completed correctly and on time 


management by walking around 
/menid3mont bar ,workin o'raund/ 
noun a way of managing where the man- 
ager moves round the office or shop floor, 
discusses problems with the staff and 
learns from them. Abbreviation MBWA 


management committee 
/'‘meenid3mont kə,mıti/ noun a commit- 
tee which manages something such as a 
club or a pension fund 

management consultant 
/['mænıdzmənt kon,saltant/ noun a per- 
son who gives advice on how to manage a 
business 

management course 
/‘menid3mont kor:s/ noun a training 
course for managers 


management function 
/‘menid3mont ,fankfan/ noun the du- 
ties of being a manager 

management guru /,mænıdzmənt 
'guru:/ a management theorist (informal) 


management information system 
/,menid3mont ,infa'merf(9)n ,sıstəm/ 
noun a computer-based information sys- 
tem that is specially designed to assist 
with management tasks and decision- 
making. Abbreviation MIS 
management meeting 
/‘meenid3mont ,mi:tıŅ/ noun a group of 
managers who meet 

management standards 
/,meenid3mont 'steendods/ plural noun 
guidelines setting out the knowledge, un- 
derstanding and personal competences 
that managers need to have if they are to 
be effective (NOTE: Management stand- 
ards form the core criteria on which Na- 
tional Vocational Qualifications for man- 
agers in the United Kingdom are based 
and cover the management of activities, 
people, resources, information, energy, 
quality and projects.) 

management style /‘mznid3zmont 
stall/, style of management the way in 
which managers work, in particular the 
way in which they treat their employees 


management team /'mænıdzmənt 
tixm/ noun all the managers who work in 
a particular company 

management theorist 
/,meenid3mont '®rərıst/ noun a person 
who develops original ideas and theories 
about the work of managers, usually on 
the basis of academic research or practi- 
cal experience, and publishes them in 
books or journals 


management trainee 
/,meenid3mont trer'ni:/ noun a young 
member of staff who is being trained to be 
a manager 


management training 
/,meenid3mont 'trernıy/ noun the proc- 
ess of training staff to be managers, by 
making them study problems and work 
out solutions 


manager /'mzenid39/ noun 1. the head 
of a department in a company O She’s a 
department manager in an engineering 
company. O Go and see the human re- 
sources manager if you have a problem. O 
The production manager has been with 
the company for only two weeks. O Our 
sales manager started as a rep in London. 
2. the person in charge of a branch or shop 
O Mr Smith is the manager of our local 
Lloyds Bank. O The manager of our La- 
gos branch is in London for a series of 
meetings. 
‘the No. 1 managerial productivity 
problem in America is managers who are 
out of touch with their people and out of 
touch with their customers’ [Fortune] 


manageress /,mznid3oa'res/ noun a 
woman who runs a shop or a department 


managerial /,mzno'd3ierial/ adjec- 
tive referring to managers O All the man- 
agerial staff are sent for training every 
year. o to be appointed to a managerial 
position to be appointed a manager o de- 
cisions taken at managerial level deci- 
sions taken by managers 


managerialism /,meent 
‘dzrorializ(a)m/ noun an outlook that 
emphasises efficient management, and 
the use of systems, planning and manage- 
ment practices that improve efficiency 
(NOTE: Managerialism is often used as a 
term of criticism, implying either enthusi- 
asm for efficiency at the expense of 
service or quality or a confrontational at- 
titude towards trade unions.) 
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managership /‘mznid3of1p/ noun 
the job of being a manager O After six 
years, she was offered the managership of 
a branch in Scotland. 
managing director /,mznod31n dar 
'rekto/ noun the director who is in charge 
of a whole company. Abbreviation MD 
mandate /'mendeit/ noun an order 
which allows something to take place 
mandatory /'mændət(ə)ri/ adjective 
obligatory O Wearing a suit is mandatory 
for all managerial staff. 0 mandatory 
meeting a meeting which all staff have to 
attend 
“...the wage talks are focusing on employ- 
ment issues such as sharing of work 
among employees and extension of em- 
ployment beyond the mandatory retire- 
ment age of 60 years’ [Nikkei Weekly] 
manifest /‘mznifest/ noun a list of 
goods in a shipment 
manilla /mə'nılə/ noun thick brown pa- 
per O a manilla envelope 
manipulate /mo'nipjuleit/ verb o to 
manipulate the accounts to make false 
accounts so that the company seems prof- 
itable o to manipulate the market to 
work to influence share prices in your fa- 
vour 
manning levels /'mænıy ,lev(ə)lz/ 
plural noun the number of people re- 
quired in each department of a company 
to do the work efficiently 
manpower /'mænpavə/ noun the 
number of employees in an organisation, 
industry or country (NOTE: manpower 
does not mean only men.) 
manpower forecasting /'mænpavə 
forkarst1/ noun the process of calculat- 
ing how many employees will be needed 
in the future, and how many will actually 
be available 
manpower planning /'mænpavə 
,plzenin/ noun the process of planning to 
obtain the right number of employees in 
each job 
manpower requirements 
/‘meenpauo r1,kwalomonts/, manpow- 
er needs /'mænpav»ə ni:dz/ plural noun 
the number of employees needed 
manpower shortage /'mænpauə 
fortid3/ noun a lack of employees 
manual /'mænjuəl/ adjective done by 
hand or done using the hands ™ noun a 






































book of instructions, showing what pro- 
cedures to follow 

manual labour /,mznjual 'lerbə/, 
manual work /'mænjuəl w3:k/ noun 
heavy work done by hand 


manual labourer /, mznjual 'lerbərə/ 
nouna person who does heavy work with 
their hands 


manually /'mænjuəli/ adverb done by 
hand, not by a machine O Invoices have 
had to be typed manually because the 
computer has broken down. 

manual worker /,mznjual 'w3:ko/ 
noun a person who works with his hands 
manufacture /,mznju'fektJo/ verb 
to make a product for sale, using ma- 
chines O The company manufactures 
spare parts for cars. @ noun the making 
of a product for sale, using machines 
products of foreign manufacture prod- 
ucts made in foreign countries 


manufactured goods 
/,meenjufeektfad 'gudz/ plural noun 
items which are made by machine 
manufacturer = /,mzenju'fektSora/ 
noun a person or company that produces 
machine-made products O a big Indian 
cotton manufacturer O Foreign manufac- 
turers have set up factories here. 


manufacturer’s | recommended 
price /,mznjufektforez rekomendid 
‘prais/ noun a price at which the manu- 
facturer suggests the product should be 
sold on the retail market, which is often 
reduced by the retailer O ‘All china — 20% 
off the manufacturer’s recommended 
price’ Abbreviation MRP 

manufacturing /,mznju'fektforrn/ 
noun the production of machine-made 
products for sale O We must try to reduce 
the manufacturing overheads. O Manu- 














facturing processes are continually being 


updated. 

manufacturing capacity /,mznju 
'fæktfərıy ko,pzesiti/ noun the amount 
of a product which a factory is capable of 
making 

manufacturing costs /,mænju 
'fæktfərıy kosts/ noun the costs of 
making a product 

manufacturing industries /,mznju 
'fæktfərıy ,mdostriz/ plural noun in- 
dustries which take raw materials and 
make them into finished products 
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margin /‘ma:d3m/ noun 1. the differ- 
ence between the money received when 
selling a product and the money paid for 
it O we are cutting our margins very 
fine we are reducing our margins to the 
smallest possible in order to be competi- 
tive o our margins have been squeezed 
profits have been reduced because our 
margins have to be smaller to stay com- 
petitive 2. extra space or time allowed 
‘...profit margins in the industries most 
exposed to foreign competition — machin- 
ery, transportation equipment and electri- 
cal goods — are significantly worse than 
usual’ [Australian Financial Review] 
marginal /'ma:d31n(0)l/ adjective 1. 
hardly worth the money paid 2. not very 
profitable O a marginal return on invest- 
ment 
marginal cost /,ma:d3in(a)l 'kost/ 
noun the cost of making a single extra 
unit above the number already planned 
marginal costing /,ma:d3in(a)l 
‘kpst1n/ noun the costing of a product on 
the basis of its variable costs only, exclud- 
ing fixed costs 
marginalisation / ma:d31nəlar 
'ze1f(a)n/ noun loss of importance and 
status especially as a result of falling be- 
hind modern developments and being un- 
able to participate in e.g. the Internet 
economy 
marginal land /,ma:dzın(ə)l 'lænd/ 
noun land which is almost not worth 
farming 
marginal pricing /,ma:d3ın(ə)l 
‘praisin/ noun the practice of basing the 
selling price of a product on its variable 
costs of production plus a margin, but ex- 
cluding fixed costs 
marginal purchase /,ma:d3m(o)l 
‘pit f1s/ noun something which a buyer 
feels is only just worth buying 
marginal rate of tax /,ma:d3in(o)l 
rert ov 'teks/, marginal rate of taxa- 
tion /,ma:d3in(a)l rert ov teeks'e1f(9)n/ 
noun the percentage of tax which a tax- 
payer pays at the top rate, which he or she 
therefore pays on every further pound or 
dollar he earns 
“...pensioner groups claim that pensioners 
have the highest marginal rates of tax. In- 
come earned by pensioners above $30 a 
week is taxed at 62.5 per cent, more than 
the highest marginal rate’ [Australian 
Financial Review] 


























marginal revenue /,ma:d3m(o)l 
'revenju:/ noun the income from selling 
a single extra unit above the number al- 
ready sold 

marginal tax rate /,ma:d3m(o)l 
‘teks reit/ noun same as marginal rate 
of tax 

margin of error /,ma:d3in əv 'erə/ 
noun the number of mistakes which can 
be accepted in a document or in a calcula- 
tion 

margin of safety /ma:d3in ov 
'serfti/ noun the units produced or sales 
of such units which are above the 
breakeven point 

marine /moa'ri:n/ adjective referring to 
the sea 


marine insurance /məriin m 
'fuərəns/ noun the insurance of ships 
and their cargoes 

marine underwriter /mə,ri:n 
'andəraırtə/ noun a person or company 
that insures ships and their cargoes 
maritime /'‘mzeritatm/ adjective refer- 
ring to the sea 


maritime law /,mezritarm 'lo:/ noun 
laws referring to ships, ports, etc. 
maritime lawyer /,mzritamm '‘lo:jo/ 
noun a lawyer who specialises in legal 
matters concerning ships and cargoes 


maritime trade /meritaim 'tre1d/ 
noun the transporting of commercial 
goods by sea 
mark /ma:k/ noun 1. a sign put on an 
item to show something 2. a former unit 
of currency in Germany O The price was 
twenty-five marks. O The mark rose 
against the dollar. (NOTE: Usually written 
DM after a figure: 25DM.) m verb to put a 
sign on something O to mark a product 
‘for export only’ O an article marked at 
£1.50 O She used a black pen to mark the 
price on the book. 
mark down phrasal verb to make the 
price of something lower o to mark 
down a price to lower the price of 
something O This range has been 
marked down to $24.99. O We have 
marked all prices down by 30% for the 
sale. 
mark up phrasal verb to increase the 
price of something o to mark prices up 
to increase prices O These prices have 
been marked up by 10%. 
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mark-down /'ma:k daun/ noun 1. a re- 
duction of the price of something to less 
than its usual price 2. the percentage 
amount by which a price has been low- 
ered O There has been a 30% mark-down 
on all goods in the sale. 


marker pen /'ma:kə pen/ noun a felt 
pen which makes a wide coloured mark 


market /'ma:kıt/ noun 1. a place, often 
in the open air where farm produce and 
household goods are sold O The fish mar- 
ket is held every Thursday. O The open- 
air market is held in the central square. O 
Here are this week’s market prices for 
sheep. 2. o the Common Market the Eu- 
ropean Union 3. an area where a product 
might be sold or the group of people who 
might buy a product O There is no market 
for this product. O Our share of the Far 
eastern market has gone down. 4. the pos- 
sible sales of a specific product or de- 
mand for a specific product O There’s no 
market for word processors O The market 
for home computers has fallen sharply. O 
We have 20% of the British car market. 5. 
to pay black market prices to pay high 
prices to get items which are not easily 
available 6. a place where money or com- 
modities are traded 7. o to buy shares in 
the open market to buy shares on the 
Stock Exchange, not privately o to come 
to the market (of a company) to apply 
for a Stock Exchange listing, by offering 
some of the existing shares for sale, or by 
floating it as a new company 8. a place 
where shares are bought and sold O The 
market in oil shares was very active or 
There was a brisk market in oil shares. 9. 
to go up market, to go down market 
to make products which appeal to a 
wealthy section of the market or to a wid- 
er, less wealthy section of the market 10. 
to be in the market for secondhand 
cars to look for secondhand cars to buy 
to come on to the market to start to be 
sold O This soap has just come on to the 
market. o to put something on the mar- 
ket to start to offer something for sale O 
They put their house on the market. O I 
hear the company has been put on the 
market. o the company has priced itself 
out of the market the company has 
raised its prices so high that its products 
do not sell m verb to sell a product, or to 
present and promote a product in a way 
which will help to sell it O This product is 


































































































being marketed in all European coun- 
tries. 
“...market analysts described the falls in 
the second half of last week as a technical 
correction to a market which had been 
pushed by demand to over the 900 index 
level’ [Australian Financial Review] 
marketability /,ma:kita'biliti/ noun 
the fact of being able to be sold easily O 
the marketability of shares in electronic 
companies 
marketable /'ma:kıtəb(ə)l/ adjective 
easily sold 
market analysis /,ma:kit ə'næləsıs/ 
noun the detailed examination and report 
of a market 


market capitalisation /,ma:kıt 
|kepitolar'zerf(a)n/ noun the total mar- 
ket value of a company, calculated by 
multiplying the price of its shares on the 
Stock Exchange by the number of shares 
outstanding O company with a £1m capi- 
talisation 


market concentration /,ma:kıt 
ikons(9)n'trerf(a)n/ noun same as con- 
centration 

market day /'ma:kıt de1/ noun the day 
when a market is regularly held O Tues- 
day is market day, so the streets are 
closed to traffic. 

market dues /,ma:rkit 'dju:z/ plural 
noun the rent to be paid for a stall in a 
market 


market economist /ma:kıt 1 
'konəmıst/ noun a person who specialis- 
es in the study of financial structures and 
the return on investments in the stock 
market 

market economy /,ma:kıt 1'konomi/ 
noun same as free market economy 
marketface /'ma:kıtfers/ noun the 
point of contact between suppliers and 
their customers 

market-facing /,ma:kıt 'fersin/ ad- 
jective referring to an enterprise that 
adapts itself to the needs of its markets 
and customers 

market forces /,ma:kıt 'fo:s1z/ plural 
noun the influences on the sales of a 
product which bring about a change in 
prices 

market forecast /,ma:kit 'forka:st/ 
noun a forecast of prices on the stock 
market 
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marketing /'ma:kitin/ noun 1. the 
business of presenting and promoting 
goods or services in such a way as to 
make customers want to buy them o mar- 
keting policy, marketing plans ideas of 
how the company’s products are going to 
be marketed O to plan the marketing of a 
new product 2. the techniques used in 
selling a product, such as packaging and 
advertising 
“...reporting to the marketing director, the 
successful applicant will be responsible 
for the development of a training pro- 
gramme for the new sales force’ [Times] 


marketing agreement /‘ma:kitiy ə 
,grizmont/ noun a contract by which one 
company will market another company’s 
products 


marketing cost /‘ma:kitm kost/ 
noun the cost of selling a product, includ- 
ing advertising, packaging, etc. 
marketing department /'ma:kıtıy 
di,pa:tmont/ noun the section of a com- 
pany dealing with marketing and sales 
marketing manager /‘ma:kitin 
,meenid39/ noun a person in charge of a 
marketing department O The marketing 
manager has decided to start a new ad- 
vertising campaign. 


market leader /,ma:kit 'li:da/ noun 1. 
a product which sells most in a market 2. 
the company with the largest market share 
O We are the market leader in home com- 
puters. 
“...market leaders may benefit from scale 
economies or other cost advantages; they 
may enjoy a reputation for quality simply 
by being at the top, or they may actually 
produce a superior product that gives them 
both a large market share and high profits’ 
[Accountancy] 


marketmaker /'ma:kitmetko/ noun a 
person who buys or sells shares on the 
stock market and offers to do so. A mar- 
ketmaker operates a book, listing the se- 
curities he or she is willing to buy or sell, 
and makes his or her money by charging 
a commission on each transaction. 


market opening /‘ma:kit ,aup(s)nm/ 
noun the possibility of starting to do busi- 
ness in a new market 
market opportunities /,ma:kit ppo 
'tju:nitiz/ noun the possibility of finding 
new sales in a market 














market opportunity /,ma:kit ppo 
'tjuinıti/ noun the possibility of going 
into a market for the first time 

market optimism /,ma:kit 'ppti 
;mizom/ noun a feeling that the stock 
market will rise 


market penetration /,ma:kit ,peni 
'tre1f(9)n/ noun the percentage of a total 
market which the sales of a company cov- 
er 

market pessimism /,markit 
‘pesimiz(9)m/ noun feeling that the 
stock market prices will fall 


marketplace /'ma:kıtplers/ noun 1. 
the open space in the middle of a town 
where a market is held O You can park in 
the marketplace when there is no market. 
2. the situation and environment in which 
goods are sold O Our salespeople find life 
difficult in the marketplace. O What’s the 
reaction to the new car in the market- 
place? O What’s the marketplace reaction 
to the new car? 
“...most discounted fares are sold by buck- 
et shops but in today’s competitive mar- 
ketplace any agent can supply them’ 
[Business Traveller] 


market price /'ma:kit prats/ noun the 
price at which a product can be sold 


market profile /ma:kit ‘'proufatl/ 
noun the basic characteristics of a partic- 
ular market 


market rate /,markit 'rert/ noun the 
usual price in the market O We pay the 
market rate for secretaries or We pay sec- 
retaries the market rate. 
‘after the prime rate cut yesterday, there 
was a further fall in short-term market 
rates’ [Financial Times] 
market requirements /,ma:kit ri 
'kwaromontz/ plural noun things which 
are needed by the market 


market research /,ma:kit r1'ss:t f/ 
noun the process of examining the possi- 
ble sales of a product and the possible 
customers for it before it is put on the 
market 

market sentiment /,matkit 
‘sentrmont/ noun a general feeling 
among investors or financial analysts on a 
stock market 

market share /,ma:kit 'fea/ noun the 
percentage of a total market which the 
sales of a company’s product cover O We 
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hope our new product range will increase 
our market share. 


market test /ma:kit 'test/ noun an 
examination to see if a sample of a prod- 
uct will sell in a market 


market trends /,ma:kit 'trendz/ plu- 
ral noun gradual changes taking place in 
a market 


market value /,markit 'veelju:/ noun 
the value of an asset, a share, a product or 
a company if sold today 

mark-up /'ma:k ap/ noun 1. an in- 
crease in price O We put into effect a 10% 
mark-up of all prices in June. O Since I 
was last in the store they have put at least 
a 5% mark-up on the whole range of 
items. 2. the difference between the cost 
of a product or service and its selling 
price o we work to a 3.5 times mark-up 
or to a 350% mark-up we take the unit 
cost and multiply by 3.5 to give the selling 
price 

mart /ma:t/ noun a place where things 
are sold 














mass /mes/ noun 1. a large group of 
people 2. a large number O We have a 
mass of letters or masses of letters to 
write. O They received a mass of orders or 
masses of orders after the TV commer- 
cials. 


mass marketing /mzs 'ma:kıtıy/ 
noun marketing which aims at reaching 
large numbers of people 
‘...in the good old days of mass market- 
ing, the things marketers did to attract new 
customers tended to be the same as the 
things they did to keep existing customers 
— competitive prices, high quality and 
good service’ [Marketing Week] 
mass media /,mzs 'mi:dia/ noun the 
means of communication by which large 
numbers of people are reached, e.g. radio, 
television or newspapers 
mass picketing /,mæs 'prkitm/ noun 
the action of picketing by large numbers 
of pickets who try to frighten workers 
who want to work 


mass-produce /, mes pra'dju:s/ verb 
to manufacture identical products in large 
quantities O to mass-produce cars 

mass production /mes pro'dakfoan/ 
noun the manufacture of large quantities 
of identical products 


mass unemployment /,mzs ,anim 
‘plormoent/ noun unemployment affect- 
ing large numbers of people 

master franchise /‘marsto 
rænt farz/ noun a franchise given to a 
single entrepreneur who then sells subsid- 
iary franchises to others 


Master of Business Administra- 
tion /marstor əv ‘biznis od 
sministrerf(9)n/ noun full form of MBA 


masthead /'ma:sthed/ noun the area 
at the top of a webpage, which usually 
contains the logo of the organisation that 
owns the page, and often a search box and 
a set of links to important areas of the 
website 

mate /meit/ noun an officer on a cargo 
ship below the rank of master 

material /ma'trarial/ noun a substance 
which can be used to make a finished 
product o materials control a system to 
check that a company has enough materi- 
als in stock to do its work o material(s) 
cost cost of the materials used in making 
a product o materials handling the mov- 
ing of materials from one part of a factory 
to another in an efficient way 
maternity benefit /mə'tsınıti 
,benrf1t/ noun money paid by the Nation- 
al Insurance to a mother when she has her 
child 

maternity leave /mə'tsınıti li:v/ 
noun a period when a woman is away 
from work to have a baby but is often still 
paid 

matter /'mætə/ noun a question or 
problem to be discussed O the most im- 
portant matter on the agenda O We shall 
consider first the matter of last month’s 






































fall in prices. m verb to be important O 


Does it matter if one month’s sales are 
down? 

mature /mo'tjuo/ adjective o mature 
economy a fully developed economy m 
verb to become due o bills which mature 
in three weeks’ time bills which will be 
due for payment in three weeks 
maturity /mo't juortti/ noun 1. the third 
stage in a product life cycle when a prod- 
uct is well established in the market 
though no longer enjoying increasing 
sales, after which sooner or later it will 
start to decline 2. the time at which some- 
thing becomes due for payment or repay- 
ment o amount payable on maturity the 
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amount received by the insured person 
when a policy matures 

maturity date /moa'tJuariti dert/ noun 
a date when a government stock, an assur- 
ance policy or a debenture will become 
due for payment. Also called date of ma- 
turity 

maturity yield /mo'tfuariti ji:ld/ 
noun a calculation of the yield on a fixed- 
interest investment, assuming it is bought 
at a certain price and held to maturity 
maximisation /,meksimar'zerf(9)n/, 
maximization noun the process of mak- 
ing something as large as possible O profit 
maximisation or maximisation of profit 
maximise /'meksimaiz/, maximize 
verb to make something as large as possi- 
ble O Our aim is to maximise profits. O 
The cooperation of the workforce will be 
needed if we are to maximise production. 
O She is paid on results, and so has to 
work flat out to maximise her earnings. 
maximum /'mæksıməm/ noun the 
largest possible number, price or quantity 
O It is the maximum the insurance compa- 
ny will pay. (NOTE: The plural is maxima 
or maximums.) o up to a maximum of 
£10 no more than £10 o to increase ex- 
ports to the maximum to increase ex- 
ports as much as possible m adjective 
largest possible O 40% is the maximum 
income tax rate or the maximum rate of 
tax. O The maximum load for the truck is 
one ton. O Maximum production levels 
were reached last week. a to increase 
production to the maximum level to in- 
crease it as much as possible 

MB abbr megabyte 


MBA /,em bi: 'e1/ noun a degree award- 
ed to graduates who have completed a 
further course in business studies. Full 
form Master of Business Administra- 
tion 

MBI abbr management buyin 

MBO abbr management buyout 

MCT abbr mainstream corporation tax 
MD abbr managing director O She was 
appointed MD of a property company. 
mean /mi:n/ adjective average O The 
mean annual increase in sales is 3.20%. 
mean price the average price of a share in 
a day’s trading m noun the average or 
number calculated by adding several 
quantities together and dividing by the 
number of quantities added O Unit sales 


















































are over the mean for the first quarter or 
above the first-quarter mean. 


means /mi:nz/ noun a way of doing 
something O Do we have any means of 
copying all these documents quickly? O 
Bank transfer is the easiest means of pay- 
ment. (NOTE: The plural is means.) m 
plural noun money or resources O The 
company has the means to launch the new 
product. O Such a level of investment is 
beyond the means of a small private com- 
pany. 

means test /'mi:nz test/ noun an in- 
quiry into how much money someone 
earns to see if they are eligible for state 
benefits m verb to find out how much 
money someone has in savings and assets 
O All applicants will be means-tested. 


measure /'me39/ noun 1. a way of cal- 
culating size or quantity o as a measure 
of the company’s performance as a way 
of judging if the company’s results are 
good or bad 2. a type of action o to take 
measures to prevent something hap- 
pening to act to stop something happen- 
ing o to take crisis, emergency meas- 
ures to act rapidly to stop a crisis devel- 
oping m verb 1. to find out the size or 
quantity of something or to be of a certain 
size or quantity O to measure the size of a 
package O a package which measures 
10cm by 25cm or a package measuring 
10cm by 25cm 2. n to measure the gov- 
ernment’s performance to judge how 
well the government is doing 


measurement /'mezəmənt/ noun a 
way of judging something O growth 
measurement O performance measure- 
ment or measurement of performance 
measurement of profitability 
/mezomont əv ,profita'brliti/ noun a 
way of calculating how profitable some- 
thing is 

measurements /'mezłəmənts/ noun 
size (in inches, centimetres, etc.) O to 
write down the measurements of a pack- 
age 

measuring tape /'mezərıy terp/ 
noun a long tape with centimetres or 
inches marked on it, used to measure how 
long something is 

mechanic /mi'kentk/ noun a person 
who works with engines or machines O 
He gota job as a car mechanic before go- 
ing to college. 
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mechanical /mi'kænık(ə)l/ adjective 
worked by a machine O a mechanical 
pump 

mechanisation /,mekonar'ze1f(a)n/, 
mechanization noun the act of using 
machines in place of workers O farm 
mechanisation or the mechanisation of 
farms 


mechanise /'mekənaız/, mechanize 
verb to use machines in place of workers 
O The country is aiming to mechanise its 
farming industry. 


mechanism /'mekoniz(a)m/ noun the 
way in which something works O the 
company’s discount mechanism O a 
mechanism to slow down inflation O the 
company’s salary review mechanism 


media /'mi:dia/ noun the means of 
communicating a message about a prod- 
uct or service to the public (NOTE: media 
is followed by a singular or plural verb.) 
the media, the mass media means of 
communicating information to the public 
(such as television, radio, newspapers) O 
the product attracted a lot of interest in 
the media or a lot of media interest 
media analysis /'mi:diə ə,næləsıs/ 
noun the examination of different types 
of media (such as the readers of newspa- 
pers, television viewers) to see which is 
best for promoting a certain type of prod- 
uct 

media coverage /'mi:diə 
,kav(o)rıd3/ noun reports about some- 
thing in the media O We got good media 
coverage for the launch of the new model. 
median /'mi:xdiən/ noun the middle 
number in a list of numbers 

mediate /'mi:dier1t/ verb to try to make 
the two sides in an argument come to an 
agreement O The human resources direc- 
tor said she would try to mediate between 
the manager and his staff. O The govern- 
ment offered to mediate in the dispute. 
mediation /,mi:dr'e1f(9)n/ noun an at- 
tempt by a third party to make the two 
sides in an argument agree O The employ- 
ers refused an offer of government media- 
tion. O The dispute was ended through the 
mediation of union officials. O Mediation 
by some third party is the only hope for 
ending the dispute. 

medical certificate /‘medik(s)l sə 
itrftkot/ noun a certificate from a doctor 
to show that an employee has been ill 














medical cover /'medik(s)l ,kavo/ 
noun same as medical insurance 
medical inspection /‘medik(9)l ın 
SpekJ(9)n/ noun the examination a place 
of work to see if the conditions will not 
make the workers ill 
medical insurance /'medik(s)l in 
fuerons/ noun insurance which pays the 
cost of medical treatment, especially 
when someone is travelling abroad 
medical officer of health 
/,medik(a)l ,ofiso av 'hel@/ noun the 
person responsible for the health services 
in a town or other local area 
medical profession /‘medrk(a)l pro 
ifef(a)n/ noun all doctors 
medium /'mi:diom/ adjective middle 
or average O The company is of medium 
size. HM noun a way of doing something, 
means of doing something 
mediums /'mi:diomz/ plural noun 
government stocks which mature in seven 
to fifteen years’ time 
medium-sized company /,mi:diom 
saizd 'kamp(a)ni/ noun a company 
which has a turnover of less than £5.75m 
and does not employ more than 250 staff 
O a medium-sized engineering company 
medium-term /,mi:diom 'ts:m/ ad- 
jective referring to a point between short 
term and long term o medium-term fore- 
cast a forecast for two or three years 
medium-term loan a bank loan for three 
to five years 
meet /mi:t/ verb 1. to come together 
with someone O Union leaders came to 
meet the negotiating committee. O We met 
the agent at his hotel. O The two sides met 
in the lawyer’s office. 2. to be satisfactory 
for something O We must have a product 
which meets our requirements. O He was 
unable to meet his mortgage repayments. 
to meet the demand for a new prod- 
uct to fill the demand for a product o we 
will try to meet your price we will try to 
offer a price which is acceptable to you 
they failed to meet the deadline they 
were not able to complete in time 3. to 
pay for something O The company will 
meet your expenses. O He was unable to 
meet his mortgage repayments. (NOTE: 
meeting — met) 

meet with phrasal verb 1. US to come 

together with someone o I hope to meet 

with him in New York I hope to meet 
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him in New York 2. o his request met 

with a refusal his request was refused 
meeting /'mi:tiy/ noun an event at 
which a group of people come together in 
order to discuss matters of common inter- 
est to them o to hold a meeting to organ- 
ise a meeting of a group of people O The 
meeting will be held in the committee 
room. to open a meeting to start a 
meeting o to conduct a meeting to be in 
the chair for a meeting o to close a meet- 
ing to end a meeting o to address a meet- 
ing to speak to a meeting o to put a res- 
olution to a meeting to ask a meeting to 
vote on a proposal 

“...in proportion to your holding you have 

a stake in every aspect of the company, in- 

cluding a vote in the general meetings’ 

[Investors Chronicle] 
meeting place /'mi:tıņ plets/ noun a 
room or area where people can meet 
megabyte /'megabait/ noun storage 
unit in computers, equal to 1,048,576 
bytes. Abbreviation MB 
megacity /'megəsıti/ noun a very large 
city, where there are powerful political in- 
stitutions and media headquarters and 
which has key role in global information 
networks 


member /'membə/ noun 1. a person 
who belongs to a group, society or organ- 
isation O Committee members voted on 
the proposal. O They were elected mem- 
bers of the board. O Every employer is a 
member of the employers’ federation. 2. a 
shareholder in a company 3. an organisa- 
tion which belongs to a larger organisa- 
tion O the member companies of a trade 
association O The member states of the 
EU. O The members of the United Na- 
tions. 
“...it will be the first opportunity for party 
members and trade union members to ex- 
press their views on the tax package’ 
[Australian Financial Review] 
membership /'membəf1p/ noun 1. the 
fact of belonging to a group, society or or- 
ganisation O membership qualifications 
O conditions of membership O member- 
ship card O to pay your membership or 
your membership fees O membership of 
the EU 2. all the members of a group O 
The membership was asked to vote for the 
new president. n the club has a member- 
ship of five hundred the club has five 
hundred members 































































































“...the bargaining committee will recom- 
mend that its membership ratify the agree- 
ment at a meeting called for June’ 
[Toronto Star] 


membership secretary /‘memboJ1p 
\sekratri/ noun a committee member 
who deals with the ordinary members of a 
society 


members’ voluntary winding up 
/membəz ,volant(a)ri ,warndıy 'ap/ 
noun the winding up of a company by the 
shareholders themselves 


memo /'meməv/ noun a short message 
sent from one person to another in the 
same organisation O She wrote a memo to 
the finance director. O The sales manager 
is going to send a memo to all the sales 
representatives. O According to your 
memo about debtors, the position is worse 
than last year. O I sent the managing di- 
rector a memo about your complaint. 


memorandum /memo'reendam/ noun 
same as memo 

memorandum and articles of as- 
sociation /memo,rendom ənd 
jaitik(a)lz əv 9,sausi'erf(a)n/, memo- 
randum of association /memo 
rendom əv ə,səusi'erf(ə)n/ noun the 
legal documents which set up a limited 
company and give details of its name, 
aims, authorised share capital, conduct of 
meetings, appointment of directors and 
registered office 


memory /'mem(a)ri/ noun a facility for 
storing data in a computer 


mental handicap /,ment(a)l 
‘heendikzep/ noun same as learning dif- 
ficulty (NOTE: This term is now generally 
considered unacceptable.) 


mentee /men'ti:/ noun a less experi- 
enced employee who is offered special 
guidance and support by a respected and 
trusted person with more experience (a 
mentor) 


mention /'menf(ə)n/ verb to talk about 
something for a short time O The chair- 
man mentioned the work of the retiring 
managing director. O Can you mention to 
the secretary that the date of the next 
meeting has been changed? 


mentor /'‘mento:/ noun a person who is 
respected and trusted by a less experi- 
enced employee and offers special guid- 
ance and support to them 
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mentoring /‘mentorim/ noun a form of 
training or employee development in 
which a trusted and respected person with 
a lot experience—the mentor—offers 
special guidance, encouragement and 
support to a less experienced employee 
menu /'menju:/ noun a list of options or 
programs available to the user of a com- 
puter program 
mercantile /'ms:kontatl/ adjective 
commercial mercantile country a 
country which earns income from trade 
mercantile law laws relating to business 
mercantile agency /,ms:kon,til 
'e1d3(9)nsi/ noun same as credit-refer- 
ence agency 
mercantile marine /,ms:kontarl mo 
'ri:xn/ noun all the commercial ships of a 
country 
merchandise /'ms:tfandaiz/ noun 
goods which are for sale or which have 
been sold O The merchandise is shipped 
through two ports. @ verb to sell goods by 
a wide variety of means, such as display, 
advertising or sending samples O to mer- 
chandise a product 
‘fill huge warehouses with large quanti- 
ties but limited assortments of top-brand, 
first-quality merchandise and sell the 
goods at rock-bottom prices’ [Duns 
Business Month] 
merchandiser /'ms:tfəndarzə/ noun 
a person or company that organises the 
display and promotion of goods 
merchandising /'ms:tfəndarzıy/, 
merchandizing noun the process of or- 
ganising the display and promotion of 
goods in retail outlets O the merchandis- 
ing of a product O the merchandising de- 
partment 
merchant /'ms:tfant/ noun 1. a busi- 
nessperson who buys and sells, especially 
one who buys imported goods in bulk for 
retail sale O a coal merchant O a wine 
merchant 2. a company, shop or other 
business which accepts a credit card for 
purchases 
merchant account /'ms:tfont ə 
,kaunt/ noun an account opened by an e- 
merchant at a financial institution to re- 
ceive the proceeds of credit-card transac- 
tions 
merchant bank /'ms:tfont bæņk/ 
noun a bank which arranges loans to 
companies, deals in international finance, 


























buys and sells shares and launches new 
companies on the Stock Exchange, but 
does not provide banking services to the 
general public 

merchant banker = /,ma:tfant 
'bænkə/ noun a person who has a high 
position in a merchant bank 
merchantman /'ms:tfantman/ noun 
a commercial ship 

merchant marine /,ms:tfont mo 


'riin/, merchant navy /'ms:tfont 
'nervi/ noun all the commercial ships of 
a country 

merchant number /'ms:tfənt 


wnambd/ noun a number of the merchant, 
printed at the top of the report slip when 
depositing credit card payments 
merchant ship /'ms:tfənt frp/ nouna 
commercial ship, a ship which carries a 
cargo 

merge /ms:d3/ verb to join together O 
The two companies have merged. O The 


firm merged with its main competitor. 


merger /'m3:d39/ noun the joining to- 
gether of two or more companies O As a 
result of the merger, the company is now 
the largest in the field. 

merit /‘merit/ noun a quality which de- 
serves reward 

merit award /'merit 9,wo:d/, merit 
bonus /'merit ,bounas/ noun extra 
money given to an employee because they 
have worked well O A merit bonus can 
encourage the better workers, but will 
discourage those who feel they cannot 
reach the required level. 

merit increase /‘merit ,mkri:s/ noun 
an increase in pay given to an employee 
because his or her work is good 

merit rating /‘merit ,rertm/ noun the 
process of judging how well an employee 
works, so that payment can be according 
to merit 

message /'mesid3/ noun 1. a piece of 
news which is sent to someone O He says 
he never received the message. O I'll 
leave a message with her secretary. 2. in- 
formation given on a little screen on a 
computer, printer, fax machine, etc. O We 
need more toner — the message is showing 
‘TONER LOW’. 

message board /'mesid3 bo:d/ noun 
a public noticeboard on which messages 
can be left (such as at a conference, or in 
a hotel lobby) 
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messenger /'‘mesind39/ noun a per- 
son who brings a message O he sent the 
package by special messenger or by mo- 
torcycle messenger 

Messrs /'mesəz/ noun plural form of 
Mr, used only in names of firms O Messrs 
White, Ltd 

metadata /'metadeita/ noun essential 
information contained in a document or 
web page, e.g. its publication date, author, 
keywords, title, and summary, which is 
used by search engines to find relevant 
websites in response to a search request 
from a user. ù meta-tag (NOTE: takes a 
singular or plural verb) 

meta-tag /'metə tæg/ noun a keyword 
or description command used on a web 
page to enable it to be found by search en- 
gines 

meter /'mi:tə/ noun 1. a device which 
measures the amount of something which 
has been used O electricity meter O water 
meter 2. US spelling of metre m verb to 
measure the amount of something which 
has been used 

method /'me8ad/ noun a way of doing 
something O They devised a new method 
of sending data. O What is the best meth- 
od of payment? O Her organising meth- 
ods are out of date. O Their manufactur- 
ing methods or production methods are 
among the most modern in the country. 
metre /‘mi:to/, meter US/'mi:to/ noun 
a measure of length (= 3.4 feet) (NOTE: 
Usually written m after figures: the case 
is 2m wide by 3m long.) 

metric /'metrik/ adjective using the 
metre as a basic measurement 

metric system /'metrik ,sıstəm/ 
noun a system of measuring, using me- 
tres, litres and grams 

metric ton /,metrik 'tan/ noun 1000 
kilograms 

mfg abbr manufacturing 

MFN abbr most favoured nation 

mg abbr milligram 

mi abbr mile 

micro- /matkrav/ prefix very small 
microbrewery /‘maurou brurori/ 
noun a small brewery, usually independ- 
ently owned, that produces specialised 
beers in limited quantities 
microeconomics /'markrəu irkə 
momiks/ plural noun the study of the 


economics of people or single companies. 
Compare macroeconomics (NOTE: 
takes a singular verb) 

microfiche /‘markrou ,fi:{/ noun an in- 
dex sheet, made of several microfilm pho- 
tographs O We hold our records on micro- 


fiche. 


microfilm /'markrəvfılm/ noun a roll 
of film on which a document is photo- 
graphed in very small scale O We hold our 
records on microfilm. m verb to make a 
very small-scale photograph O Send the 
1998 correspondence to be microfilmed 
or for microfilming. 

micromanage = //‘markrou,mzenid3/ 
verb to control a situation or employees 
by paying extreme attention to small de- 
tails 

mid- /mid/ prefix middle o from mid 
2001 from the middle of 2001 O The fac- 
tory is closed until mid-July. 

middle /'mıd(o)l/ adjective in the centre 
or between two points 

middle-income /,mid(9)l '‘1nkam/ ad- 
jective o people in the middle-income 
bracket people with average incomes, 
not very high or very low 

middleman /‘mid(s)l,men/ noun a 
businessperson who buys from the manu- 
facturer and sells to retailers or to the pub- 
lic O We sell direct from the factory to the 
customer and cut out the middleman. 
(NOTE: The plural is middlemen.) 
middle management  /,mid(o)l 
'mzenid3mont/ noun department manag- 
ers in a company, who carry out the policy 
set by the directors and organise the work 
of a group of employees 

mid-month /,mid 'man6/ adjective 
happening in the middle of the month O 
mid-month accounts 

mid-week /,mid 'wi:k/ adjective hap- 
pening in the middle of a week O the mid- 
week lull in sales 

mile /matl/ noun a measure of length (= 
1.609 kilometres) o the car does twenty- 
five miles to the gallon, twenty-five 
miles per gallon the car uses one gallon 
of petrol to travel twenty-five miles 
mileage /'mail1d3/ noun 1. a distance 
travelled in miles o the salesman’s aver- 
age annual mileage the number of miles 
which a salesman drives in a year 2. a dis- 
tance which can be driven in a rented car, 
which may be charged to the person rent- 
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ing the car O The car comes with unlimit- 
ed free mileage. 


mileage allowance /'mailid3 ə 
lauvons/ noun money allowed as expens- 
es to someone who uses his or her own car 
for business travel 


milk /mılk/ verb to make as much profit 
for as long as possible from a particular 
product or service O We intend to milk the 
product hard for the next two years, be- 
fore it becomes obsolete. 


mill /mıl/ noun a building where some 
type of cloth is processed or made O After 
lunch the visitors were shown round the 
mill. 


milligram /'mılıgræm/ noun one thou- 
sandth of a gram (NOTE: Usually written 
mg after figures.) 


millilitre /‘mutli:to/ noun one thou- 
sandth of a litre (NOTE: The US spelling 
is milliliter. Usually written ml after fig- 
ures.) 


millimetre /'mılımi:tə/ noun one thou- 
sandth of a metre (NOTE: The US spelling 
is millimeter. Usually written mm after 
figures.) 


million /'miljan/ noun the number 
1,000,000 © The company lost £10 mil- 
lion in the African market. O Our turno- 
ver has risen to $13.4 million. ò billion, 
trillion (NOTE: Can be written m after fig- 
ures: $5m (say ‘five million dollars.’)) 


millionaire /,milja'nea/ noun a person 
who has more than one million pounds or 
dollars 


min abbr 1. minute 2. minimum 


mindset /'‘maindset/ noun a way of 
thinking or general attitude to things 


mine /main/ noun a hole in the ground 
for digging out coal, gold, iron, etc. O The 
mines have been closed by a strike. O The 
main coal mines are in the west of the 
country. ù goldmine @ verb to dig and 
bring out coal, gold, etc. O The company 
is mining coal in the south of the country. 


mineral /‘min(9)ral/ noun a natural ma- 
terial (usually in the ground) which can be 
used 

mineral resources /,min(a)ral_ rı 
'Zo1s1z/ noun minerals (such as coal, iron 
ore, natural gas, etc.) which lie under the 
ground in a country and form part of the 
country’s potential wealth 


mineral rights /'mın(ə)rəl rartz/ 
noun the right to extract minerals from 
the ground 


mini- /mini/ prefix very small 


minicontainer /'‘mmikon,temo/ noun 
a small container 


minimal /‘minim(s)l/ adjective the 
smallest possible O There was a minimal 
quantity of imperfections in the batch. O 
The head office exercises minimal control 
over the branch offices. 

minimarket /'mmi,ma:kit/ noun a 
very small self-service store 

minimise /‘minimaiz/, minimize verb 
to make something seem to be very small 
and not very important 

minimum /'mınıməm/ noun the small- 
est possible quantity, price or number O to 
keep expenses to a minimum O to reduce 
the risk of a loss to a minimum (NOTE: 
The plural is minima or minimums.) m 
adjective smallest possible o minimum 
dividend the smallest dividend which is 
legal and accepted by the shareholders 
minimum payment the smallest pay- 
ment necessary o minimum quantity the 
smallest quantity which is acceptable 
minimum stock level lowest level of 
stock in a warehouse (when this level is 
reached more stock has to be ordered) 


minimum wage /,minimom 'we1d3/ 
noun the lowest hourly wage which a 
company can legally pay its employees 
mining concession /'mainm kən 
,Sef(a)n/ noun the right to dig a mine on 
a piece of land 

minister /'mınıstə/ noun a member of 
a government who is in charge of a minis- 
try O a government minister O the Minis- 
ter of Trade or the Trade Minister O the 
Minister of Foreign Affairs or the Foreign 
Minister (NOTE: In the UK and USA, they 
are called secretary: the Foreign Sec- 
retary, Secretary for Commerce.) 


ministry /‘mintstri/ noun a department 
in the government O a ministry official or 
an official from the ministry O She works 
in the Ministry of Finance or the Finance 
Ministry. O He is in charge of the Ministry 
of Information or of the Information Min- 
istry. (NOTE: In the UK and the USA, im- 
portant ministries are called depart- 
ments: the Department of Trade and 
Industry, the Commerce Depart- 
ment.) 
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minor /'maırnə/ adjective less important 
O Items of minor expenditure are not list- 
ed separately. O The minor shareholders 
voted against the proposal. o a loss of mi- 
nor importance not a very serious loss W 
nouna person less than eighteen years old 


minority /mat'noriti/ noun 1. a number 
or quantity which is less than half of the 
total O A minority of board members op- 
posed the chairman. o in the minority 
being fewer than half O Good salesmen 
are in the minority in our sales team. 2. a 
section of the population from a specific 
racial group, which does nor make up the 
majority of the population 

minority shareholder /mai,nvroti 
,Jea'haulda/ noun a person who owns a 
group of shares but less than half of the 
shares in a company 

minority shareholding /ma1,nvroti 
‘feahouldin/ noun a group of shares 
which are less than half the total O He ac- 
quired a minority shareholding in the 
company. 

mint /mınt/ noun a factory where coins 
are made m verb to make coins 


minus /'mainos/ preposition, adverb 
less, without O Net salary is gross salary 
minus tax and National Insurance deduc- 
tions. O Gross profit is sales minus pro- 
duction costs. @ adjective o the accounts 
show a minus figure the accounts show 
that more has been spent than has been re- 
ceived 


minus factor /‘mainos ,fekto/ noun 
an unfavourable factor O To have lost 
sales in the best quarter of the year is a 
minus factor for the sales team. 


minute /'minit/ noun 1. one sixtieth 
part of an hour O I can see you for ten 
minutes only. O If you do not mind wait- 
ing, Mr Smith will be free in about twenty 
minutes’ time. 2. o the chairman signed 
the minutes of the last meeting he 
signed them to show that they are a cor- 
rect record of what was said and what de- 
cisions were taken o this will not appear 
in the minutes of the meeting this is un- 
official and will not be noted as having 
been said Œ verb to write down something 
said at a meeting O The chairman’s re- 
marks about the auditors were minuted. 
I do not want that to be minuted, I want 
that not to be minuted do not put that re- 
mark into the minutes of the meeting 










































































minutebook /'minitbpk/ noun a book 
in which the minutes of a meeting are 
kept 

minutes /'minits/ plural noun notes of 
what happened at a meeting, written by 
the secretary o to take the minutes to 
write notes of what happened at a meeting 
MIS abbr management information sys- 
tem 

misappropriate /,mısə'prəupriert/ 
verb to use illegally money which is not 
yours, but with which you have been 
trusted 

misappropriation /,misopraupri 
‘e1f(a)n/ noun the illegal use of money by 
someone who is not the owner but who 
has been trusted to look after it 

misc abbr miscellaneous 
miscalculate /mis'kzlkjulert/ verb to 
calculate wrongly, or to make a mistake in 
calculating something O The salesman 
miscalculated the discount, so we hardly 
broke even on the deal. 
miscalculation /mis kelkjo 
'lerf(ə)n/ noun a mistake in calculating 
miscellaneous /,miso'lemias/ adjec- 
tive various, mixed, or not all of the same 
sort O miscellaneous items on the agenda 
O a box of miscellaneous pieces of equip- 
ment O Miscellaneous expenditure is not 
itemized in the accounts. 

miscount noun /‘miskaunt/ a mistake 
in counting m verb /mis'kaunt/ to count 
wrongly, or to make a mistake in counting 
something O The shopkeeper miscounted, 
so we got twenty-five bars of chocolate in- 
stead of two dozen. 

misdirect /misdat'rekt/ verb to give 
wrong directions 

mismanage /mis'mznid3/ verb to 
manage something badly O The company 
had been badly mismanaged under the 
previous MD. 

mismanagement /mis 
‘mzenid3mont/ noun bad management O 
The company failed because of the chair- 
man’s mismanagement. 

misrepresent /,misrepri'zent/ verb 
to report facts or what someone says 
wrongly O Our spokesman was totally 
misrepresented in the Sunday papers. 
misrepresentation /,mis,reprizen 
'terf(ə)n/ noun the act of making a 
wrong statement in order to persuade 
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someone to enter into a contract such as 
one for buying a product or service 


miss /mis/ verb 1. not to meet O J ar- 
rived late, so missed most of the discus- 
sion. he missed the chairman by ten 
minutes he left ten minutes before the 
chairman arrived 2. to be late for O He 
missed the last plane to Frankfurt. 
mission /'mıf(ə)n/ noun a group of 
people going on a journey for a special 
purpose 
mistake /mr'stetk/ noun an act or deci- 
sion which is wrong, or something that 
has been done wrongly O Jt was a mistake 
to let him name his own salary. O There 
was a mistake in the address. 0 to make 
a mistake to do something wrong O The 
shop made a mistake and sent the wrong 
items. O He made a mistake in addressing 
the letter. o by mistake in error, wrongly 
O They sent the wrong items by mistake. O 
She put my letter into an envelope for the 
chairman by mistake. @ verb to think 
wrongly o I mistook him for his brother 
I thought he was his brother 
misunderstanding /,misando 
‘steendin/ noun an act of not understand- 
ing something correctly O There was a 
misunderstanding over my tickets. O 
There was a misunderstanding over the 
pay deal. 
misuse /mis'ju:s/ noun a wrong use O 
the misuse of funds or of assets 
mix /miks/ noun an arrangement of dif- 
ferent things together m verb to put differ- 
ent things together O I like to mix business 
with pleasure — why don’t we discuss the 
deal over lunch? 
mixed /mikst/ adjective 1. made up of 
different sorts or of different types of 
things together 2. neither good nor bad 
“...prices closed on a mixed note after a 
moderately active trading session’ 
[Financial Times] 
mixed economy /,mikst 1'konomi/ 
noun a system which contains both na- 
tionalised industries and private enter- 
prise 
mixed farm /,mikst 'farm/ noun a 
farm which has both animals and crops 
ml abbr millilitre 
mm abbr millimetre 


MMC abbr Monopolies and Mergers 
Commission 









































mobile /‘maubail/ noun a mobile phone 
O I managed to reach him on his mobile. 
O As soon as she got on the train her mo- 
bile started ringing. 


mobile phone /,moubail 'faun/ noun 
a small portable phone which can be used 
away from home or the office 


mobile shop /,moubail 'fop/ noun a 
van fitted out like a small shop which 
travels round selling groceries or vegeta- 
bles 


mobilise /‘maubilatz/, mobilize verb 
to bring things or people together and pre- 
pare them for action, especially to fight 
to mobilise capital to collect capital to 
support something to mobilise re- 
sources to defend a takeover bid to get 
the support of shareholders, etc., to stop a 
company being taken over 


mobility /məv'bılıti/ noun the ability to 
move from one place to another 


mobility of labour /mou,biliti ov 
'lerbə/ noun a situation when workers 
agree to move from one place to another 
to get work 


mock-up /'mpk ap/ noun the model of 
a new product for testing or to show to 
possible buyers O The sales team were 
shown a mock-up of the new car. 


mode /moud/ noun a way of doing 
something o mode of payment the way 
in which payment is made, e.g. cash or 
cheque 

model /'‘mpd(a)I/ noun 1. a small copy 
of something made to show what it will 
look like when finished O They showed us 
a model of the new office building. 2. a 
style or type of product O This is the latest 
model. O The model on display is last 
year’s. O I drive a 2001 model Range 
Rover. 3. a person whose job is to wear 
new clothes to show them to possible buy- 
ers 4. a description in the form of mathe- 
matical data m adjective which is a per- 
fect example to be copied O a model 
agreement ™@ verb to wear new clothes to 
show them to possible buyers O She has 
decided on a career in modelling. (NOTE: 
modelling — modelled. The US spelling 
is modeling — modeled.) 


modem /'məudem/ noun a device 
which links a computer to a telephone 
line, allowing data to be sent from one 
computer to another 
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moderate /‘mpd(a)rat/ adjective 1. not 
too large O The trade union made a mod- 
erate claim. O The government proposed 
a moderate increase in the tax rate. 2. not 
holding very extreme views O a moderate 
trade union leader @ verb /‘mvdoreit/ to 
make less strong or less large O The union 
was forced to moderate its claim. 


modern /'mod(a)n/ adjective referring 
to the recent past or the present time O It 
is a fairly modern invention — it was pat- 
ented only in the 1980s. 


modernization /,mpdonat'ze1f(o)n/ 
noun making modern O the moderniza- 
tion of the workshop 


modernize /'‘mpdanatz/ verb to make 
modern O He modernized the whole prod- 
uct range. 


modest /'mndist/ adjective small © Oil 
shares showed modest gains over the 
week’s trading. 

modification /,modift'ke1f(9)n/ noun 
a change O The board wanted to make or 
to carry out modifications to the plan. O 
The new model has had several important 
modifications. O The client pressed for 
modifications to the contract. 


modified accounts /,mpdıifard ə 
'‘kauntz/ plural noun ẹ abbreviated ac- 
counts 


modify /'modifat/ verb to change or to 
make something fit a different use O The 
management modified its proposals. O 
This is the new modified agreement. O 
The car will have to be modified to pass 
the government tests. O The refrigerator 
was considerably modified before it went 
into production. (NOTE: modifies — mod- 
ifying — modified) 

modular /'‘modjula/ adjective made of 
various sections 


moment of conception /,moumont 
əv kon'sepfan/ the moment at which an 
entrepreneur has the idea of founding a 
new organisation to carry out a particular 
purpose 

momentum /mou'mentom/ noun a 
movement forwards o to gain or lose mo- 
mentum to move faster or more slowly 
monetarism /‘manito,r1z(9)m/ noun 
a theory that the amount of money in the 
economy affects the level of prices, so 
that inflation can be controlled by regulat- 
ing money supply 














monetarist /'manıtərıst/ noun a per- 
son who believes in monetarism and acts 
accordingly m adjective according to 
monetarism O monetarist theories 
monetary /'manıt(ə)ri/ adjective re- 
ferring to money or currency 
‘..the decision by the government to 
tighten monetary policy will push the an- 
nual inflation rate above the year’s previ- 
ous high’ [Financial Times] 
“...1t is not surprising that the Fed started 
to ease monetary policy some months ago’ 
[Sunday Times] 
“...a draft report on changes in the interna- 
tional monetary system’ [ Wall Street Jour- 
nal] 
monetary policy /,manit(a)ri 'polisi/ 
noun the government’s policy relating to 
finance, e.g. bank interest rates, taxes, 
government expenditure and borrowing 
Monetary Policy Committee 
/manit(a)ri 'polisi ko,miti/ noun a 
committee of the Bank of England, 
chaired by the Governor of the Bank, 
which has responsibility for setting inter- 
est rates independently of the British gov- 
ernment. Its aim is to set rates with a view 
to keeping inflation at a certain level, and 
avoiding deflation. Abbreviation MPC 
‘Its Monetary Policy Committee (MPC) 
gets an opportunity to reveal whether it is 
still affected by the Christmas spirit when 
it meets this Wednesday’ [The Times] 
‘The Fed next meets to consider interest 
rates on February 3 and 4, just one day 
ahead of the February MPC meeting’ 
[The Times] 
monetary standard /,manit(a)ri 
'stændəd/ noun the fixing of a fixed ex- 
change rate for a currency 
monetary targets = /,manit(s)ri 
'targitz/ plural noun figures which are 
given as targets by the government when 
setting out its budget for the forthcoming 
year, e.g. the money supply or the PSBR 
monetary unit /‘manit(o)ri_,jumit/ 
nouna main item of currency of a country 
money /'mani/ noun coins and notes 
used for buying and selling o to earn 
money to have a wage or salary o to earn 
good money to have a large wage or sal- 
ary o to lose money to make a loss, not to 
make a profit o the company has been 
losing money for months the company 
has been working at a loss for months o to 
get your money back to make enough 
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profit to cover your original investment 
to make money to make a profit o to put 
money into the bank to deposit money 
into a bank account o to put money into 
a business to invest money in a business 
O She put all her redundancy money into 
a shop. to put money down to pay 
cash, especially as a deposit O We put £25 
down and paid the rest in instalments. 
money up front payment in advance O 
They are asking for £10,000 up front be- 
fore they will consider the deal. O He had 
to put money up front before he could 
clinch the deal. o they are worth a lot of 
money they are valuable 

money at call /,mani ət 'ko:l/ noun 
same as call money 

money-changer /‘mani_,tfemdz3o/ 
noun same as changer 

moneylender /'mani,lenda/ noun a 
person who lends money at interest 
money lying idle /mani_ lary 
‘aid(a)l/ noun money which is not being 
used to produce interest, which is not in- 
vested in business 

money-making /'‘mani ,metkin/ ad- 
jective able to turn over a profit O a mon- 
ey-making plan 

money market /‘mani ,ma:kıt/ noun 
a place where large sums of money are 
lent or borrowed 

money on call /,mani pn 'ko:l/ noun 
same as Call money 

money order /'mani ,9:da/ noun a 
document which can be bought as a way 
of sending money through the post 
money rates /'manireits/ plural noun 
rates of interest for borrowers or lenders 
money-spinner /‘mani ,spmno/ noun 
an item which sells very well or which is 
very profitable O The home-delivery serv- 
ice has proved to be a real money-spinner. 
money supply /‘mani sa,plat/ noun 
the amount of money which exists in a 
country 

monies /'maniz/ plural noun sums of 
money O monies owing to the company O 
to collect monies due 

monitor /'mpnıtə/ noun a screen on a 
computer O She brought up the informa- 
tion on the monitor. @ verb to check or to 
examine how something is working O She 
is monitoring the progress of sales. O 
How do you monitor the performance of 







































































the sales reps? O How do you monitor the 
performance of a unit trust? 


Monopolies and Mergers Com- 
mission /mo,nvpoliz ən 'm3:d39z ko 
smif(a)n/ noun a government organisa- 
tion which examines takeover bids at the 
request of the Office of Fair Trading, to 
see if a successful bid would result in a 
monopoly and so harm the consumer by 
reducing competition. Abbreviation 
MMC 


monopolisation /ma,nvpelar 
'ze1f(a)n/, monopolization noun the 
process of making a monopoly 


monopolise /mə'nopəlaız/, monop- 
olize verb to create a monopoly or to get 
control of all the supply of a product 


monopoly /mo'nppoli/ noun a situa- 
tion where one person or company is the 
only supplier of a particular product or 
service O to be in a monopoly situation O 
The company has the monopoly of im- 
ports of Brazilian wine. O The factory has 
the absolute monopoly of jobs in the town. 
(NOTE: The more usual US term is 
trust.) 


monopsonist /ms'nppsonist/ noun a 
sole buyer of a particular product or serv- 
ice 


monopsony /mə'nppsəni/ noun a sit- 
uation where there is only one buyer for a 
particular product or service O Monop- 
sony gives the buyer leverage in demand- 
ing a low price. 

Monte Carlo method /,monti 
‘karlou ,meĝðəd/ noun a statistical analy- 
sis technique for calculating an unknown 
quantity which has an exact value by us- 
ing an extended series of random trials 
(NOTE: The name refers to the fact that a 
roulette wheel in a casino, as in Monte 
Carlo, continually generates random 
numbers.) 

month /man6/ noun one of twelve peri- 
ods which make a year O bills due at the 
end of the current month O The company 
pays him £100 a month. O She earns 
£2,000 a month. o paid by the month 
paid once each month o to give a custom- 
er two months’ credit to allow a custom- 
er to pay not immediately, but after two 
months 

month end /,mané 'end/ noun the end 
of a calendar month, when accounts have 
to be drawn up O The accounts depart- 
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ment are working on the month-end ac- 
counts. 


monthly /'man6li/ adjective happening 
every month or which is received every 
month O We get a monthly statement from 
the bank. O She makes monthly payments 
to the credit card company. O He is pay- 
ing for his car by monthly instalments. O 
My monthly salary cheque is late. 
monthly ticket a ticket for travel which is 
good for one month m adverb every 
month O She asked if she could pay 
monthly by direct debit. O The account is 
credited monthly. 

moonlight /'mu:nlart/ (informal) noun 
to do a moonlight flit to go away (at 
night) leaving many unpaid bills m verb 
to do a second job for cash, often in the 
evening, as well as a regular job 
moonlighter /‘mu:nlarta/ noun a per- 
son who moonlights 

moonlighting /'mu:nlartıy/ noun the 
practice of doing a second job O He 
makes thousands a year from moonlight- 
ing. 

mooring(s) /‘muarinz/ noun a place 
where boats can be tied up in a harbour 
morale /ma'ra:l/ noun a feeling of con- 
fidence or satisfaction O morale has been 
high since the new targets have been met 
O Employee morale is low due to the 
threat of unemployment. 

moral right /,moral 'rart/ noun a right 
of an editor or illustrator, etc., to have 
some say in the publication of a work to 
which he has contributed, even if he does 
not own the copyright 

moratorium /,mproa'to:rism/ noun a 
temporary stop to repayments of interest 
on loans or capital owed O The banks 
called for a moratorium on payments. 
(NOTE: The plural is moratoria or mora- 
toriums.) 

mortality tables /mor'teloati 
,tetb(9)Iz/ plural noun chart, used by in- 
surers, which shows how long a person of 
a certain age can be expected to live on 
average 

mortgage /'mo:gid3/ noun 1. agree- 
ment where someone lends money to an- 
other person so that he or she can buy a 
property, the property being the security 
O to take out a mortgage on a house 2. 
money lent on the security of a house or 
other property owned by the borrower, 


























usually in order to enable the borrower to 
buy the property O to buy a house with a 
£200,000 mortgage mortgage pay- 
ments money paid each month as interest 
on a mortgage, plus repayment of a small 
part of the capital borrowed o first mort- 
gage the main mortgage on a property 
to pay off a mortgage to pay back the 
principal and all the interest on a loan to 
buy a property Œ verb to use a property as 
security for a loan O The house is mort- 
gaged to the bank. O He mortgaged his 
house to set up in business. n to foreclose 
on a mortgaged property to sell a prop- 
erty because the owner cannot repay 
money which he or she has borrowed, us- 
ing the property as security 
“...mortgage payments account for just 20 
per cent of the average first-time buyer’s 
gross earnings against an average of 24 per 
cent during the past 15 years’ [Times] 
“...mortgage money is becoming tighter. 
Applications for mortgages are running at 
a high level and some building societies 
are introducing quotas’ [Times] 
“...for the first time since mortgage rates 
began falling a financial institution has 
raised charges on homeowner loans’ 
[Globe and Mail (Toronto)]| 
mortgage bond /'mo:gid3 bond/ 
noun a certificate showing that a mort- 
gage exists and that property is security 
for it 
mortgage debenture /'mo:gid3 di 
\bentfa/ noun a debenture where the 
lender can be repaid by selling the compa- 
ny’s property 
mortgagee /mo:ga'd3i:/ noun a per- 
son or company which lends money for 
someone to buy a property 
mortgage famine /‘mo:gid3, ,feemin/ 
noun a situation where there is not 
enough money available to offer mortgag- 
es to house buyers 
mortgager /'mo:gid30/, mortgagor 
noun a person who borrows money to buy 
a property 
most /moust/ pronoun very large 
amount or quantity O Most of the staff are 
graduates. O Most of our customers live 
near the factory. O Most of the orders 
come in the early part of the year. M ad- 
jective very large number of O Most or- 
ders are dealt with the same day. O Most 
salesmen have had a course of on-the-job 
training. 
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most favoured nation /moust 
ferved 'nerf(a)n/ noun a foreign coun- 
try to which the home country allows the 
best trade terms. Abbreviation MFN 


most-favoured-nation clause 
/moust ,ferved 'nerf(ə)n klo:z/ noun an 
agreement between two countries that 
each will offer the best possible terms in 
commercial contracts 


mostly /'moustli/ adverb mainly or 
generally O The staff are mostly girls of 
twenty to thirty years of age. O He works 
mostly in the London office. 


motion /'məuf(ə)n/ noun a proposal 
which will be put to a meeting to be voted 
on O to speak against or for a motion O 
Mr Brown will propose or move a motion 
congratulating the board on the results. O 
The meeting voted on the motion. O The 
motion was carried or was defeated by 
220 votes to 196. o to table a motion to 
put forward a proposal for discussion by 
putting details of it on the table at a meet- 
ing 
motivate /'moutrvert/ verb to encour- 
age someone to do something, especially 
to work or to sell o highly motivated 
sales staff sales staff who are very eager 
to sell 
“...creative people aren’t necessarily moti- 
vated by money or titles, they may not 
want a larger office or more work, they 
don’t often want more responsibility. They 
want to see their ideas implemented’ 
[Nation’s Business] 
motivation /,moutr'verf(a)n/ noun 1. 
an encouragement to staff 2. eagerness to 
work well or sell large quantities of a 
product o the sales staff lack motivation 
the sales staff are not eager enough to sell 
motive /‘mautiv/ noun something that 
forces someone to take a particular action 
motor insurance /'məutər in 
,fuarans/ noun the act of insuring a car, 
the driver and the passengers in case of 
accident 
mount up phrasal verb to increase rap- 
idly O Costs are mounting up. 
mountain /‘mauntin/ noun a pile, large 
heap O I have mountains of typing to do. 
O There is a mountain of invoices on the 
sales manager’s desk. 
mounting /‘maunti/ adjective in- 
creasing O He resigned in the face of 
mounting pressure from the shareholders. 






































O The company is faced with mounting 
debts. 


mouse /maus/ noun a small moveable 
device attached to a personal computer 
and used to move or select items on the 
screen (NOTE: The plural is mouses or 
mice.) 
‘...you can use a mouse to access pop-up 
menus and a keyboard for a word-proces- 
sor’ [Byte] 
movable /'mu:vəb(ə)l/, moveable ad- 
jective possible to move O All the move- 
able property has been seized by the bail- 
iffs. 
move /mu:v/ verb 1. to go from one 
place to another O The company is mov- 
ing from London Road to the centre of 
town. O We have decided to move our fac- 
tory to a site nearer the airport. 2. to be 
sold, or to sell O Over Christmas the stock 
hardly moved at all but with the January 
sales it is finally starting to sell. O The 
sales staff will have to work hard if they 
want to move all that stock by the end of 
the month. 3. to propose formally that a 
motion be accepted by a meeting O He 
moved that the accounts be agreed. O I 
move that the meeting should adjourn for 
ten minutes. 
moveables /'mu:vəb(ə)lz/ plural noun 
moveable property 
movement /'mu:vmənt/ noun 1. an 
act of changing position or going up or 
down O movements in the money markets 
O cyclical movements of trade 2. a group 
of people working towards the same aim 
O the labour movement O the free trade 
movement O the trade union movement 
mover /'mu:və/ noun a person who pro- 
poses a motion 
moving average / mu: vI 
‘eev(a)rid3/ noun an average of share 
prices on a stock market, where the calcu- 
lation is made over a period which moves 
forward regularly 
MPC abbr Monetary Policy Committee 
mpg abbr miles per gallon 
Mr Chairman /,misto 'tfeaman/ noun 
a way of speaking to the male chairman of 
a committee meeting 
MRP abbr manufacturer’s recommended 
price 
multi- /malti/ prefix referring to many 
things 
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multibillion /malti'biljan/ adjective 
referring to several billion pounds or dol- 
lars © They signed a multibillion pound 
deal. 

“...factory automation is a multi-billion- 
dollar business’ [Duns Business Month] 
multicurrency /,malti'karansi/ ad- 
jective in several currencies o multicur- 

rency loan a loan in several currencies 
multilateral /,malti'let(a)roal/ adjec- 
tive between several organisations or 
countries O a multilateral agreement 
multilateral trade trade between several 
countries 
multimedia document /malti 
'mi:diə ,dokjumont/ noun an electronic 
document that contains interactive mate- 
rial from a range of different media such 
as text, video, sound, graphics, and ani- 
mation 
multimillion /,malti'miljon/ adjective 
referring to several million pounds or dol- 
lars O They signed a multimillion pound 
deal. 
multimillionaire /,maltimiljə'neə/ 
noun a person who owns property or in- 
vestments worth several million pounds 
or dollars 
multinational /,malti'neJf(a)nol/ 
noun, adjective (a company) which has 
branches or subsidiary companies in sev- 
eral countries © The company has been 
bought by one of the big multinationals. 
Also called transnational 
‘...the number of multinational firms has 
mushroomed in the past two decades. As 
their sweep across the global economy ac- 
celerates, multinational firms are posing 
pressing issues for nations rich and poor, 
and those in between’ [Australian Finan- 
cial Review] 
multipart stationery /,maltipa:t 
'sterfan(a)ri/ noun stationery, such as in- 
voices, with several sheets usually in dif- 
ferent colours, attached together and 
printed together O Inkjet printers give 
very good results, but cannot print on 
multipart stationery. 
multiparty auction § /,maltipa:ti 
‘otkfon/ noun a method of buying and 
selling on the Internet where the people 
who wish to buy make electronic bids 
multiple /‘maltrp(e)l/ adjective many 
m noun 1. o share on a multiple of 5 a 
share with a P or E ratio of 5 (i.e. 5 is the 
result when dividing the current market 






































price by the earnings per share) 2. acom- 
pany with stores in several different towns 
“...many independents took advantage of 
the bank holiday period when the big mul- 
tiples were closed’ [The Grocer] 
“...the multiple brought the price down to 
£2.49 in some stores. We had not agreed to 
this deal and they sold out very rapidly. 
When they reordered we would not give it 
to them. This kind of activity is bad for the 
brand and we cannot afford iť 
[The Grocer] 
multiple entry visa /maltrp(o)l 
‘entri ,vitza/ noun a visa which allows a 
visitor to enter a country many times 
multiple ownership /,maltrp(o)l 
‘gunofip/ noun a situation where some- 
thing is owned by several parties jointly 
multiple store /‘maltrp(9)l sto:/ noun 
one store in a chain of stores 
multiplication sign = /,maltipli 
'kerf(©)n sarn/ noun a sign (x) used to 
show that a number is being multiplied by 
another 
multiply /‘maltrplat/ verb 1. to calcu- 
late the sum of various numbers added to- 
gether a particular number of times O /f 
you multiply twelve by three you get thir- 
ty-six. O Square measurements are calcu- 
lated by multiplying length by width. 2. to 
grow or to increase O Profits multiplied in 
the boom years. 
multiskilling /'malti,skilin/ noun a 
system of working where employees are 
trained to work in various types of job, 
and none are kept on the same type of 
work for very long, so as to allow flexibil- 
ity in the deployment of the workforce 
multitasking /'malti,ta:xskıņ/ noun 1. 
the action of performing several different 
tasks at the same time 2. running several 
different software programs at the same 
time 
municipal /mju:'nrsrp(o)l/ adjective 
referring to a town O We pay our munici- 
pal taxes by direct debit. O The municipal 
offices are in the centre of the town. 
municipal bond  /mju:,nisrp(o)l 
‘pond/ noun US a bond issued by a town 
or district (NOTE: The UK term is local 
authority bond.) 
Murphy’s law /,msa:fiz 'lo:/ noun a 
law, based on wide experience, which 
says that in commercial life if something 
can go wrong it will go wrong, or that 
when you are thinking that things are go- 
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ing right, they will inevitably start to go 
wrong 

mutual /'mju:tfual/ adjective belong- 
ing to two or more people @ noun any 
commercial organisation owned by its 
members, such as a building society 
mutual company /'mju:tfuəl 
skamp(a)ni/ noun same as mutual in- 
surance company 


mutual fund /'mju:tfuəl fand/ noun 
an organisation which takes money from 
small investors and invests it in stocks and 
shares for them, the investment being in 
the form of shares in the fund (NOTE: The 
UK term is unit trust.) 

mutual insurance company 
/'‘mju:t fuel ,.kamp(e)ni/ noun a compa- 
ny which belongs to insurance policy 
holders. Also called mutual company 


N 


N abbr naira 

nail /ne1l/ noun o to pay on the nail to 
pay promptly, to pay rapidly 

naira /'narrə/ noun a unit of currency 
used in Nigeria (NOTE: no plural; naira is 
usually written N before figures: N2,000 
say ‘two thousand naira’) 

name /neim/ noun a person who pro- 
vides security for insurance arranged by a 
Lloyd’s of London syndicate. ù Lloyd’s 
named /nermd/ adjective o the person 
named in the policy the person whose 
name is given on an insurance policy as 
the person insured 

narrow market /'nærəu 'ma:kıt/ 
noun a market in a share where very few 
shares are available for sale, and where 
the price can vary sharply 

NASDAQ /'nzzdek/ abbreviation a 
system which provides quotations via 
computer for the US electronic trading 
market, mainly in high tech stocks, and 
also for some large corporations listed on 
the NYSE, and publishes an index of 
stock price movements. Full form Na- 
tional Association of Securities Deal- 
ers Automated Quotations system 
(NOTE: The UK term is SEAQ.) 

nation /'ne1f(9)n/ noun a country and 
the people living in it 


























national /'næf(ə)nəl/ adjective refer- 
ring to the whole of a particular country 
national advertising advertising in every 
part of a country, not just in the capital O 
We took national advertising to promote 
our new 24-hour delivery service. 0 na- 
tional campaign a sales or publicity cam- 
paign in every part of a country o nation- 
al newspapers, the national press news- 
papers which sell in all parts of a country 
National Association of Securi- 
ties Dealers Automated Quota- 
tions system noun full form of NAS- 
DAQ 

national bank /'næf(ə)nol bank/ 
noun US a bank which is chartered by the 
federal government and is part of the Fed- 
eral Reserve system as opposed to a ‘state 
bank’ 

National Council for Vocational 
Qualifications / nz f(2)nol ,kauns(o)l 
fə vəu,kerf(ə)nəl ,kwolrf1'kerf(a)nz/ 
noun full form of NCVQ 

National Debt /,nzf(9)nol 'det/ noun 
money borrowed by a government 
National Giro /,nzf(o)nal 'dzarrəv/ 
noun banking system which allows ac- 
count holders to move money from one 
account to another free of cost O a giro 
cheque O his giro account number O to 
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pay by bank giro transfer O She put £25 
into her giro account. 

National Health Service 
/ nzJ(a)noal 'helð ,s3:vis/ noun a scheme 
for free medical and hospital service for 
everyone, paid for by the National Insur- 
ance 

national income /,nz{(9)noal 'mkam/ 
noun the value of income from the sales 
of goods and services in a country 
National Insurance /,nzJ(9)nol ın 
'fuərəns/ noun state insurance in the 
United Kingdom, organised by the gov- 
ernment, which pays for medical care, 
hospitals, unemployment benefits, etc. 
Abbreviation NI 

National Insurance contribution 
/ neeJ(a)nol In'fusrans kontri 
»bjurf(a)n/ noun a proportion of income 
paid each month by an employee and the 
employee’s company to the National In- 
surance scheme which helps to fund sick- 
ness and unemployment benefit and state 
pensions. Abbreviation NIC 
nationalisation /næf(@)nəlar 
'ze1f(a)n/, nationalization noun the 
taking over of private industry by the state 
nationalise /'næf(o)nəlarz/, national- 
ize verb to put a privately-owned industry 
under state ownership and control O The 
government is planning to nationalise the 
banking system. 

nationalised industry /,nzJ(9)no 
laizd 'tndastri/ noun an industry which 
was privately owned, but is now owned by 
the state 

nationality /nzfo'nzliti/ noun the 
state of being a citizen of a particular 
country o he is of British nationality he 
is a British citizen 

national press /;næf(ə)nəl 'pres/ 
noun newspapers which sell in all parts of 
the country O The new car has been ad- 
vertised in the national press. 

National Savings & Investments 
/ nzJ(a)nol ,servinz ond m'vestmonts/ 
noun a part of the Exchequer, a savings 
scheme for small investors including sav- 
ings certificates and premium bonds. Ab- 
breviation NS&l 

National Vocational Qualification 
/næf@)nəl vau,kerf(a)n(o)l_ kwolift 
'kerf(ə)n/ noun a qualification awarded 
in the United Kingdom when a person 
successfully completes a course vocation- 








al training. Abbreviation NVQ (NOTE: Na- 
tional Vocational Qualifications are 
based on standards developed by lead- 
ing organisations in the industrial and 
commercial sectors, defining the skills 
or competences required in particular 
occupations.) 


nationwide /'nerfənward/ adjective 
all over a country O We offer a nationwide 
delivery service. O The new car is being 
launched with a nationwide sales cam- 
paign. 

natural /'‘nzt f(9)ral/ adjective 1. found 
in the earth O The offices are heated by 
natural gas. 2. not made by people O 
They use only natural fibres for their best 
cloths. 


natural capitalism  /,nztf(o)ral 
'keepit(9)l1z(9)m/ noun a capitalist phi- 
losophy that makes protection of the 
earth’s resources a strategic priority 


natural resources /nztJf(a)ral rı 
'zo181z/ plural noun raw materials which 
are found in the earth, e.g. coal, gas or 
iron 

natural wastage = /,netJ(a)ral 
‘weistid3/ noun the process of losing 
employees because they resign or retire, 
not because they are made redundant or 
are sacked O The company is hoping to 
avoid redundancies and reduce its staff by 
natural wastage. 


nature /'ne1tf=9/ noun the kind or type 
O What is the nature of the contents of the 
parcel? O The nature of his business is not 
known. 


NAV abbr net asset value 


NB abbreviation from a Latin phrase 
meaning ‘note (this) well’, i.e. pay atten- 
tion to this. Full form Nota bene 

NBV abbr net book value 


NCVQ noun a government body set up 
to validate the system of national qualifi- 
cations in vocational subjects. Full form 
National Council for Vocational Qual- 
ifications 

necessary /'nesis(a)ri/ adjective 
which has to be done, which is needed O 
It is necessary to fill in the form correctly 
if you are not to have difficulty at customs. 
O Is it really necessary for the chairman 
to have six personal assistants? O You 
must have all the necessary documenta- 
tion before you apply for a subsidy. 
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necessity /no'sesiti/ noun something 
which is vitally important, without which 
nothing can be done or no one can survive 
O Being unemployed makes it difficult to 
afford even the basic necessities. (NOTE: 
The plural is necessities.) 
negative /'negativ/ adjective meaning 
‘no’ o the answer was in the negative 
the answer was ‘no’ 
negative cash flow /,negotiv 'kef 
flou/ noun a situation where more money 
is going out of a company than is coming 
in 
negative equity /negotiv ‘ekwiti/ 
noun a situation where a house bought 
with a mortgage becomes less valuable 
than the money borrowed to buy it be- 
cause of falling house prices 
negligence /‘neglidzans/ noun 1. a 
lack of proper care or failure to carry out 
a duty (with the result that a person or 
property is harmed) 2. the act of not doing 
a job properly when one is capable of do- 
ing it 
negligent /‘neglidzant/ adjective not 
taking appropriate care 
negligible /‘neglid31b(o)l/ adjective 
very small o not negligible quite large 
negotiable /ni'gausisb(a)l/ adjective 
transferable from one person to another or 
exchanged for cash o not negotiable 
which cannot be exchanged for cash 
‘not negotiable’ words written on a 
cheque to show that it can be paid only to 
a specific person o negotiable cheque a 
cheque made payable to bearer, i.e. to an- 
yone who holds it 

‘...initial salary is negotiable around 






























































$45,000 per annum’ [Australian 
Financial Review] 
negotiable instrument /ni 


‚gou fiəb(ə)l 'Instrumont/ noun a docu- 
ment which can be exchanged for cash, 
e.g. a bill of exchange or a cheque 
negotiable paper /nı,gəufiob(ə)l 
'perpə/ noun a document which can be 
transferred from one owner to another for 
cash 

negotiate /n1'gouJiert/ verb o to nego- 
tiate with someone to discuss a problem 
or issue formally with someone, so as to 
reach an agreement O The management 
refused to negotiate with the union. o to 
negotiate terms and conditions or a 
contract to discuss and agree the terms of 





























a contract o he negotiated a £250,000 
loan with the bank he came to an agree- 
ment with the bank for a loan of £250,000 


“...many of the large travel agency chains 
are able to negotiate even greater dis- 
counts’ [Duns Business Month] 


negotiating committee /ni 
‘goufiertiy ko,miti/ noun a group of 
representatives of management and un- 
ions who negotiate a wage settlement 


negotiation /n1,gouJi'etf(a)n/ noun 
the discussion of terms and conditions in 
order to reach an agreement o contract 
under negotiation a contract which is be- 
ing discussed o a matter for negotiation 
something which must be discussed be- 
fore a decision is reached o to enter into 
or to start negotiations to start discuss- 
ing a problem o to resume negotiations 
to start discussing a problem again, after 
talks have stopped for a time o to break 
off negotiations to stop discussing a 
problem o to conduct negotiations to ne- 
gotiate o negotiations broke down after 
six hours discussions stopped because no 
agreement was possible 

“...after three days of tough negotiations, 

the company reached agreement with its 

1,200 unionized workers’ [Toronto Star] 


negotiator /ni'gsufietts/ noun 1. a 
person who discusses a problem with the 
aim of achieving agreement between dif- 
ferent people or groups of people o expe- 
rienced union negotiator a member of a 
union who has a lot of experience of dis- 
cussing terms of employment with man- 
agement 2. a person who works in an es- 
tate agency 


nest egg /'nest eg/ noun money which 
someone has saved over a period of time, 
usually kept in an interest-bearing ac- 
count and intended for use after retire- 
ment 








































































































net /net/ adjective 1. referring to a price, 
weight, pay, etc., after all deductions have 
been made o net profit before tax the 
profit of a company after expenses have 
been deducted but before tax has been 
paid 2. o terms strictly net payment has 
to be the full price, with no discount al- 
lowed Æ noun the Internet, international 
network linking thousands of computers 
using telephone links O He searched the 
Net for information on cheap tickets to the 
USA. m verb to make a true profit O to net 
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a profit of £10,000 (NOTE: netting — net- 
ted) 
“...out of its earnings a company will pay 
a dividend. When shareholders receive 
this it will be net, that is it will have had 
tax deducted at 30 per cent’ 
[Investors Chronicle] 
net asset value /net 'æset ,velju:/ 
noun the total value of a company after 
deducting the money owed by it (it is the 
value of shareholders’ capital plus re- 
serves and any money retained from prof- 
its). Abbreviation NAV. Also called net 
worth 
net book value /net buk 'vzelju:/ 
noun the historical cost of an asset less 
any accumulated depreciation or other 
provision for diminution in value, e.g., re- 
duction to net realisable value, or asset 
value which has been revalued down- 
wards to reflect market conditions. Ab- 
breviation NBV. Also called written- 
down value 
net cash flow /net 'kzef flou/ noun the 
difference between the money coming in 
and the money going out 
net current assets /net ,karont 
‘eesets/ plural noun the current assets of a 
company, I.e. cash and stocks, less any li- 
abilities. Also called net working capi- 
tal 
net earnings /net 's:n1z/ plural noun 
the total earnings of a business after tax 
and other deductions 
Net imperative /,net 1m'perotiv/ 
noun the idea that an ability to use the In- 
ternet for business purposes is vital for or- 
ganisations that wish to be successful in 
the future 
net income /net 'Inkam/ noun a per- 
son’s or organisation’s income which is 
left after taking away tax and other deduc- 
tions 
net loss /,net 'los/ noun an actual loss, 
after deducting overheads 
net margin /,net 'ma:d3Im/ noun the 
percentage difference between received 
price and all costs, including overheads 
net price /,net 'prars/ noun the price of 
goods or services which cannot be re- 
duced by a discount 
net profit /net 'profit/ noun the 
amount by which income from sales is 
larger than all expenditure. Also called 
profit after tax 


net receipts /,net ri'si:ts/ plural noun 
receipts after deducting commission, tax, 
discounts, etc. 

net salary /,net 'sæləri/ noun the sala- 
ry which is left after deducting tax and 
National Insurance contributions 

net sales /,net 'serlz/ plural noun the 
total amount of sales less damaged or re- 
turned items and discounts to retailers 
net turnover /net 'tsin,əuvə/ noun 
turnover before VAT and after trade dis- 
counts have been deducted 


net weight /,net 'wert/ noun the 
weight of goods after deducting the pack- 
ing material and container 

network /'netws:k/ noun a system 
which links different points together WE 
verb to link together in a network o to 
network a television programme to 
send out the same television programme 
through several TV stations 

network culture /netwa:k 'kaltfo/ 
noun a culture that is dependent on and 
greatly influenced by communication us- 
ing global networks 

networked system  /,netwa:kt 
‘sistom/ noun a computer system where 
several PCs are linked together so that 
they all draw on the same database or use 
the same server 

networking /‘netwsa:kin/ noun 1. a 
working method where employees work 
at home on computer terminals, and send 
the finished material back to the central 
office by email 2. the practice of keeping 
in contact with former colleagues, school 
friends, etc., so that all the members of the 
group can help each other in their careers 
net working capital /net ,wa:kin 
'‘keepit(9)I/ noun same as net current 
assets 

network management /,netws:k 
'‘mzenid3mont/ noun the management of 
co-ordinated computer systems and pro- 
grams so as to enable a number of users to 
have access to and receive information 
through a local area or wide area network 
network organisation /,netwa:k 
,oigonar'zerf(9)n/ noun an organisation 
that operates as far as possible without a 
traditional organisational structure. In- 
stead, it creates teams to handle specific 
projects and, when those projects are 
completed, breaks up the teams and cre- 
ates new ones. ò virtual organisation 
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network revolution /,netwa:k ,revo 
‘lurf(a)n/ noun the revolutionary change 
in business practices brought about by the 
growth of global networks 

network society /‘netwa:k sə,sarəti/ 
noun a society that regularly uses global 
networks for the purposes of work, com- 
munication, and government 

net worth /net 'w3:0/ noun the value of 
all the property of a person or company 
after taking away what the person or com- 
pany owes O The upmarket product is tar- 
geted at individuals of high net worth. 
net yield /net 'ji:ld/ noun the profit 
from investments after deduction of tax 
neurolinguistic programming 
/ njuoroulin gwistik ‘prougremin/ 
noun a theory of behaviour and commu- 
nication based on how people avoid 
change and how to help them to change. 
Abbreviation NLP 

new entrant /,nju: 'entrant/ noun a 
company which is going into a market for 
the first time 

new home sales /,nju: 'houm se1lz/ 
noun sales of new houses 

new issue /nju: '1fu:/ noun an issue of 
new shares to raise finance for a company 
new issues department /nju: '1fu:z 
di,pa:tmont/ noun the section of a bank 
which deals with issues of new shares 
news /nju:z/ noun information about 
things which have happened O She al- 
ways reads the business news or financial 
news first in the paper. O Financial mar- 
kets were shocked by the news of the de- 
valuation. 

news agency /'nju:z ,e1dzansi/ noun 
an office which distributes news to news- 
papers and television stations 
newsagent /'nju:zeidzont/ noun a 
person who runs a shop selling newspa- 
pers and magazines 

newsletter /‘nju:zleta/ noun o com- 
pany newsletter a printed sheet or small 
newspaper giving news about a company 
news release /'nju:z r1,lits/ noun a 
sheet giving information about a new 
event which is sent to newspapers and TV 
and radio stations so that they can use it O 
The company sent out a news release 
about the new product launch. 

news stand /'nju:z stznd/ noun a 
small wooden shop on a pavement, for 
selling newspapers 














new technology /,nju: tek'nvlod3i/ 
noun electronic devices which have re- 
cently been invented 

NIC abbr National Insurance contribu- 
tion 

niche /ni:f/ noun a special place in a 
market, occupied by one company (a 
‘niche company’) O They seem to have 
discovered a niche in the market. 

niche company /,ni:f 'kamp(o)ni/ 
nouncompany specialising in a particular 
type of product or service, which occu- 
pies a market niche 

niche market /,ni:f 'markit/ noun a 
small speciality market, where there is lit- 
tle competition 

nickel /'nık(ə)l/ noun 1. a valuable met- 
al traded on commodity exchanges, such 
as the London Metal Exchange 2. US a 
five cent coin 

night duty /‘nait ,dju:ti/ noun a period 
of work during the night 

night rate /‘nait rert/ noun a cheap rate 
for telephone calls at night 

night safe /'nart serf/ noun a safe in 
the outside wall of a bank, where money 
and documents can be deposited at night, 
using a special door 

night shift /‘nart frft/ noun a shift 
which works at night O There are thirty 
men on the night shift. 

Nikkei Average /ni'ker ,ev(9)r1d3/ 
an index of prices on the Tokyo Stock Ex- 
change, based on about 200 leading 
shares 

nil /nil/ noun zero or nothing O The ad- 
vertising budget has been cut to nil. 

nil return /,ntl r1'tsin/ noun a report 
showing no sales, income, tax, etc. 

NLP abbr neurolinguistic programming 
No., No abbr number 

no-claims bonus /nov = 'klermz 
,baunas/ noun 1. a reduction of premi- 
ums on an insurance policy because no 
claims have been made 2. a lower premi- 
um paid because no claims have been 
made against the insurance policy 
nominal /'‘nomin(9)l/ adjective (of a 
payment) very small O They are paying a 
nominal rent. O The employment agency 
makes a nominal charge for its services. 
nominal ledger /,nomin(9)l 'led3ə/ 
noun a book which records a company’s 
transactions in the various accounts 
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nominal share capital /,nomm(o)l 
‘fea ,kaepit(a)l/ noun the total of the face 
value of all the shares which a company is 
authorised to issue according to its mem- 
orandum of association 

nominal value /,nomin(9)l 'vælju:/ 
noun same as face value 

nominate /‘nommeit/ verb to suggest 
someone for a job o to nominate some- 
one to a post to appoint someone to a post 
without an election o to nominate some- 
one as proxy to name someone as your 
proxy 

nomination /,nvmr'netJ(9)n/ noun the 
act of nominating someone for a position 


nominee /,nvmi'ni:/ noun a person 
who is nominated, especially someone 
who is appointed to deal with financial 
matters on your behalf 
COMMENT: Shares can be purchased and 
held in nominee accounts so that the 
identity of the owner of the shares can- 
not be discovered easily. 
nominee account /npvmi'ni: ə 
,kaunt/ noun an account held on behalf 
of someone 


COMMENT: Shares can be purchased and 
held in nominee accounts so that the 
identity of the owner of the shares can- 
not be discovered easily. 


non- /non/ prefix not 
non-acceptance /npn ok'septans/ 
noun a situation in which the person who 
is to pay a bill of exchange does not ac- 
cept it 

non-contributory pension plan 
/non kon,tribjut(a)ri 'penfon pleen/, 
non-contributory pension scheme 
/skirm/ noun a pension scheme where a 
company, not the employee, pays all con- 
tributions O The company pension 
scheme is non-contributory. 
non-delivery /inon dr'lrv(9)ri1/ noun 
the failure to deliver goods that have been 
ordered 

non-durables /non 'djuərəb(ə)lz/, 
non-durable goods /,non 'djuorab(a)l 
gudz/ plural noun goods which are used 
up soon after they have been bought, e.g. 
food or newspapers 

non-exec /,non 1g'zek/ noun same as 
non-executive director 
non-executive director /non 1g 
,zekjutiv dat'rekto/ noun a director 
who attends board meetings and gives ad- 


























vice, but does not work full-time for the 
company. Also called outside director 
non-feasance /,non'fi:z(a)ns/ noun a 
failure to do something which should be 
done by law 

non-negotiable instrument /npn nı 
,goufəb(ə)l 'Instrumant/ noun a docu- 
ment which cannot be exchanged for 
cash, e.g. a crossed cheque 
non-payment /,non 'permant/ noun 
non-payment of a debt the act of not 
paying a debt that is due 
non-profit-making organisation 
/‘non'profit'meikin o:ganai'zerfon/, 
non-profit organisation /non 'profit 
digenal,zerf(a)n/ noun an organisation 
which is not allowed by law to make a 
profit O Non-profit-making organisations 
are exempted from tax. (NOTE: Non-profit 
organisations include charities, profes- 
sional associations, trade unions, and 
religious, arts, community, research, 
and campaigning bodies. The US term 
is non-profit corporation.) 
non-recurring items /non r1,k3:rm 
‘aitomz/ plural noun special items in a 
set of accounts which appear only once 
non-refundable /,npn r1'fandab(o)l/ 
adjective not possible to refund O You 
will be asked to make a non-refundable 
deposit. 

non-resident / non 'rezid(9)nt/ noun, 
adjective a person who is not considered 
a resident of a country for tax purposes O 
He has a non-resident bank account. 
non-returnable /,non rr'ts:nob(9)I/ 
adjective which cannot be returned 
non-returnable packing /non rı 
,t3inob(9)l 'peekin/ noun packing which 
is to be thrown away when it has been 
used and not returned to the sender 
non-stop /,non 'stop/ adjective, ad- 
verb without stopping O They worked 
non-stop to finish the audit on time. 
non-sufficient funds /nvn so,fifont 
‘fandz/ noun US a lack of enough money 
in a bank account to pay a cheque drawn 
on that account. Abbreviation NSF. Also 
called insufficient funds, not suffi- 
cient funds 

non-taxable /,non 'tæksəb(ə)l/ adjec- 
tive not subject to tax O non-taxable in- 
come O Lottery prizes are non-taxable. 
non-union labour /non ‘ju:njon 
slerba/ noun employees who do not be- 
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long to trade unions employed by a com- 
pany 

non-virtual hosting /,non ,va:tjuol 
‘houstin/ noun the most basic type of 
hosting option, often provided free, in 
which clients do not have their own do- 
main names, but attach their names to the 
web address of the hosting company 
(NOTE: This hosting option is only suita- 
ble for small companies and has the dis- 
advantage that clients cannot change 
their hosting company without changing 
their web address.) 


non-voting shares /non ‘vouti 
Jeoz/ plural noun shares which do not al- 
low the shareholder to vote at meetings. ù 
A shares 


norm /no:m/ noun the usual quantity or 
the usual rate O The output from this fac- 
tory is well above the norm for the indus- 
try or well above the industry norm. 


normal /'no:m(a)I/ adjective usual or 
which happens regularly O Normal deliv- 
eries are made on Tuesdays and Fridays. 
O Now that supply difficulties have been 
resolved we hope to resume normal serv- 
ice as soon as possible. o under normal 
conditions if things work in the usual 
way O Under normal conditions a pack- 
age takes two days to get to Copenhagen. 
O Normal working will be resumed as 
soon as the men return to work on Mon- 
day. 

nosedive /'nəuzdarv/ verb to fall very 
sharply O The share price nosedived after 
the chairman was arrested. 


no-strike agreement /nou 'stratk ə 
,gri:rmont/, no-strike clause /nəu 
'strark klozz/ noun a clause in an agree- 
ment where the employees say that they 
will never strike 


notary public /,novtori 'pablık/ noun 
a lawyer who has the authority to witness 
documents and spoken statements, mak- 
ing them official (NOTE: The plural is no- 
taries public.) 

note /nout/ noun 1. a short document or 
piece of writing, or a short piece of infor- 
mation O to send someone a note O I left 
a note on her desk. 2. same as banknote 
3. paper showing that money has been 
borrowed @ verb 1. to write down details 
of something and remember them O your 
complaint has been noted O We note that 
the goods were delivered in bad condi- 














tion. O Your order has been noted and will 
be dispatched as soon as we have stock. 2. 
to notice an advertisement in a publica- 
tion but not necessarily read or under- 
stand it 

note of hand /,nout ov 'hend/ noun a 
document stating that someone promises 
to pay an amount of money on an agreed 
date 

notice /'novtıs/ noun 1. a piece of writ- 
ten information O The company secretary 
pinned up a notice about the pension 
scheme. 2. an official warning that a con- 
tract is going to end or that terms are go- 
ing to be changed o until further notice 
until different instructions are given O 
You must pay £200 on the 30th of each 
month until further notice. 3. official writ- 
ten information that an employee is leav- 
ing their job on a certain date o she gave 
in or handed in her notice she resigned 
4. the time allowed before something 
takes place O We require three months’ 
notice O at short notice with very little 
warning O The bank manager will not see 
anyone at short notice. 0 you must give 
seven days’ notice of withdrawal you 
must ask to take money out of the account 
seven days before you want it 5. a legal 
document (such as telling a tenant to 
leave property which he is occupying) 
to give someone notice, to serve notice 
on someone to give someone a legal no- 
tice o to give a tenant notice to quit, to 
serve a tenant with notice to quit to in- 
form a tenant officially that he has to 
leave the premises by a certain date O We 
have given our tenant notice to quit. 
notification /,noutifi'ke1f(9)n/ noun 
the act of informing someone of some- 
thing 

notify /'nəvtıfar/ verb to notify 
someone of something to tell someone 
something formally O They were notified 
of the arrival of the shipment. O The man- 
agement were notified of the union’s deci- 
sion. 






















































































notional /'novuf(o)n(o)/ adjective 
probable but not known exactly or not 
quantifiable 

notional income = /,nouf(a)n(a)l 


'ınkam/ noun an invisible benefit which 
is not money or goods and services 

notional rent /novuf(s)n(9)l 'rent/ 
noun a sum put into accounts as rent 
where the company owns the building it is 
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occupying and so does not pay an actual 
rent 

not sufficient funds /,nvt so 
fif(e)nt 'fandz/ noun US same as non- 
sufficient funds. abbreviation NSF 
nought /no:t/ noun the figure 0 O A mil- 
lion pounds can be written as ‘£1m’ or as 
one and six noughts. (NOTE: Nought is 
commoner in UK English; in US English, 
zero is more usual.) 

NS&lI abbr National Savings & Invest- 
ments 

null /nal/ adjective 1. with no meaning 
2. which cannot legally be enforced o the 
contract was declared null and void the 
contract was said to be not valid o to 
render a decision null to make a decision 
useless or to cancel it 

nullification /,nalifi'ketf(a)n/ noun 
an act of making something invalid 
nullify /‘nalrfat/ verb to make some- 
thing invalid or to cancel something 
(NOTE: nullifying- nullified) 

number /‘nambo/ noun 1. a quantity of 
things or people O The number of persons 
on the payroll has increased over the last 
year. O The number of days lost through 
strikes has fallen. o a number of some O 
A number of the staff will be retiring this 
year. 2. a printed or written figure that 
identifies a particular thing O Please 
write your account number on the back of 
the cheque. O If you have a complaint to 
make, always quote the batch number. O 
She noted the cheque number in the ledg- 






































er. 3. an amount in figures lH verb to put a 
figure on a document O to number an or- 
der O I refer to your invoice numbered 
1234. 


numbered account /nambod ə 
'kaunt/ noun a bank account, usually in 
Switzerland, which is referred to only by 
a number, the name of the person holding 
it being kept secret 

numeric /nju:'merık/, numerical 
/nju:'merık(ə)l/ adjective referring to 
numbers 


numerical order /nju:,merık(ə)l 
'o1də/ noun an arrangement by numbers 
O Put these invoices in numerical order. 
in numerical order in the order of fig- 
ures, e.g. 1 before 2, 33 before 34 O Put 
these invoices in numerical order. 


numeric data /nju:merık 'dertə/ 
noun data in the form of figures 


numeric keypad /nju:,merık 
'kiipæd/ noun the part of a computer 
keyboard which is a programmable set of 
numbered keys 


nursery /'ns:s(a)ri/ noun a special 
room or building where babies and small 
children can be looked after (not neces- 
sarily on the company’s premises) O The 
company offers nursery provision to its 
staff. Compare crèche 


NVQ abbr National Vocational Qualifi- 
cation 


NYSE abbr New York Stock Exchange 














O 


O & M abbr organisation and methods 
OAP abbr old age pensioner 


oath /9u8/ noun a legal promise stating 
that something is true o he was under 
oath he had promised in court to say what 
was true 

object /ab'dzekt/ verb to refuse to do 
something or to say that you do not accept 
something O to object to a clause in a 
contract (NOTE: You object to some- 
thing.) 

object and task technique 
/,obd3ekt on tarsk tek'nitk/ noun a 
method of budgeting in which the tasks 
required to achieve each objective are 
identified and the cost of each task is then 
estimated 

objection /əb'dzekfən/ noun o to 
raise an objection to something to ob- 
ject to something O The union delegates 
raised an objection to the wording of the 
agreement. 

objective /ab'd3zektiv/ noun some- 
thing which you hope to achieve O The 
company has achieved its objectives. O 
We set the sales forces specific objectives. 
O Our recruitment objectives are to have 
well-qualified and well-placed staff: 
long-term or short-term objective an 
aim which you hope to achieve within a 
few years or a few months m adjective 
considered from a general point of view 
rather than from that of the person in- 
volved O You must be objective in assess- 
ing the performance of the staff: O They 
have been asked to carry out an objective 
survey of the market. Opposite subjec- 
tive 

obligate /‘pbligeit/ verb o to be obli- 
gated to do something to have a legal 
duty to do something 

obligation /,pbli'gerf(9)n/ noun 1. a 
duty to do something O There is no obli- 


















































gation to help out in another department 
O There is no obligation to buy. 0 two 
weeks’ free trial without obligation the 
customer can try the item at home for two 
weeks without having to buy it at the end 
of the test o to be under an obligation to 
do something to feel it is your duty to do 
something o he is under no contractual 
obligation to buy he has signed no con- 
tract which forces him to buy 2. a debt 
to meet your obligations to pay your 
debts 

obligatory /o'bligat(a)ri/ adjective 
necessary according to the law or rules O 
Each member of the sales staff has to pass 
an obligatory medical examination. 
oblige /o'blaid3/ verb to oblige 
someone to do something to make some- 
one feel he must do something O He felt 
obliged to cancel the contract. 

0.b.0. abbr or best offer 

observe /ab'z3:v/ verb 1. to obey arule 
or law O Failure to observe the correct 
procedure will be punished. O Restau- 
rants are obliged to observe the local fire 
regulations. 2. to watch or to notice what 
is happening O Officials have been in- 
structed to observe the conduct of the bal- 
lot for union president. 

obsolescence /,vbsoa'les(a)ns/ noun 
the process of a product going out of date 
because of progress in design or technol- 
ogy, and therefore becoming less useful 
or valuable 

obsolescent /,pbso'les(a)nt/ adjec- 
tive becoming out of date 

obsolete /'pbsoli:t/ adjective no longer 
used O Computer technology changes so 



























































fast that hardware soon becomes obso- 


lete. 
COMMENT: A product or asset may be- 
come obsolete because it is worn out, or 
because new products have been devel- 
oped to replace it. 
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obtain /ab'tein/ verb to get © to obtain 
supplies from abroad O to obtain an in- 
junction against a company O We find 
these items very difficult to obtain. O He 
obtained control by buying the founder’s 
shareholding. 
occasional /s'ke13(9)n(a)l/ adjective 
which happens from time to time 
occupancy /'pkjuponsi/ noun the act 
of occupying a property (such as a house, 
an office, a room in a hotel) o with imme- 
diate occupancy empty and available to 
be occupied immediately 
“...while occupancy rates matched those 
of last year in July, August has been a 
much poorer month than it was the year 
before’ [Economist] 
occupancy rate /'nkjuponsi rert/ 
noun the average number of rooms occu- 
pied in a hotel over a period of time 
shown as a percentage of the total number 
of rooms O During the winter months the 
occupancy rate was down to 50%. 
occupant /'nkjupent/ noun a person 
or company which occupies a property 
occupation /,pkju'petf(a)n/ noun 1. 
the act of living or staying in a place o oc- 
cupation of a building act of occupying 
a building 2. a job or type of work O What 
is her occupation? O His main occupa- 
tion is house building. O It is not a well 
paid occupation. 
“...the share of white-collar occupations in 
total employment rose from 44 per cent to 
49 per cent’ [Sydney Morning Herald] 
occupational /,okju'perf(a)nol/ ad- 
jective referring to a job 
occupational accident 
/,okjuperf(e)nal 'æksıd(ə)nt/ noun an 
accident which takes place at work 
occupational disease /pkju 
‘peif(a)nal di,zi:z/ noun a disease which 
affects people in certain jobs 
occupational hazard 
/,okjuperf(e)nol 'hæzəd/ noun a danger 
which applies to certain jobs O Heart at- 
tacks are one of the occupational hazards 
of directors. 
occupational pension 
/,okjuperf(e)nal 'pen fə/ noun a pension 
which is paid by the company by which 
an employee has been employed 
occupational pension scheme 
/,okjuperf(e)nol 'penfon ski:m/ noun a 
pension scheme where the employee gets 


























a pension from a fund set up by the com- 
pany he or she has worked for, which is 
related to the salary he or she was earning. 
Also called company pension scheme 
occupier /'okjuparo/ noun a person 
who lives in a property 

occupy /'pkjupai/ verb 1. to live or 
work in a property (such as a house, an of- 
fice, a hotel room) O All the rooms in the 
hotel are occupied. O The company occu- 
pies three floors of an office block. O The 
office occupied by the personnel manager. 
to occupy a post to be employed in a 














job 
ocean terminal /,auf(a)n 'tsımın(o)l/ 
noun a building at a port where passen- 
gers arrive and depart 

odd /pd/ adjective 1. o a hundred odd 
approximately one hundred 2. one of a 
group o we have a few odd boxes left we 
have a few boxes left out of the total ship- 
ment o to do odd jobs to do various piec- 
es of work 

odd-job-man /,od 'd3pb ,mzen/ noun 
a person who does various pieces of work 
odd lot /,pd 'lot/ noun a group of mis- 
cellaneous items for sale at an auction 


oddments /'pdmonts/ plural noun 1. 

items left over 2. left-over pieces of large 

items, sold separately 

odd size /,pd 'saiz/ noun a size which 

is not usual 

OECD abbr Organisation for Economic 

Co-operation and Development 
“...calling for a greater correlation be- 
tween labour market policies, social poli- 
cies and education and training, the OECD 
wamed that long-term unemployment 
would remain unacceptably high without a 
reassessment of labour market trends’ 
[Australian Financial Review] 

OEM abbr original equipment manufac- 

turer 


off /vf/ adverb 1. not working or not in 
operation O to take three days off O The 
agreement is off. O They called the strike 
off. O We give the staff four days off at 
Christmas. O It’s my day off tomorrow. 2. 
lower than a previous price O The shares 
closed 2% off. @ preposition 1. subtracted 
from O to take £25 off the price O We give 
10% off our usual prices. 2. not included 
items off balance sheet or off balance 
sheet assets financial items which do not 
appear in a company’s balance sheet as 
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assets, such as equipment acquired under 
an operating lease 3. away from work O to 
take time off work 
‘...its stock closed Monday at $21.875 a 
share in NYSE composite trading, off 56% 
from its high last July’ [Wall Street Jour- 
nal] 


offer /'ofə/ noun 1. a statement that you 
are willing to give or do something, espe- 
cially to pay a specific amount of money 
to buy something O to make an offer for a 
company O We made an offer of £10 a 
share. O We made a written offer for the 
house. O £1,000 is the best offer I can 
make. O We accepted an offer of £1,000 
for the car. n the house is under offer 
someone has made an offer to buy the 
house and the offer has been accepted 
provisionally o we are open to offers we 
are ready to discuss the price which we 
are asking o or near offer US, or best of- 
fer or an offer of a price which is slightly 
less than the price asked O The car is for 
sale at £2,000 or near offer. 2. a statement 
that you are willing to sell something 3. a 
statement that you are willing to employ 
someone o she received six offers of 
jobs or six job offers six companies told 
her she could have a job with them 4. a 
statement that a company is prepared to 
buy another company’s shares and take 
the company over m verb 1. to say that 
you are willing to do something O We of- 
fered to go with them to the meeting. 0 to 
offer someone a job to tell someone that 
they can have a job in your company O 
She was offered a directorship with Smith 
Ltd. 2. to say that you are willing to pay a 
specific amount of money for something 
O to offer someone £100,000 for their 
house O She offered £10 a share. 3. to say 
that you are willing to sell something O 
We offered the house for sale. O They are 
offering special prices on winter holidays 
in the USA. 


offer for sale /,pfo fa 'serl/ noun a sit- 
uation where a company advertises new 
shares for sale to the public as a way of 
launching itself on the Stock Exchange 
(NOTE: The other ways of launching a 
company are a ‘tender or a ‘placing.’) 
offering /'of(ə)rıņ/ noun an action of 
stating that you are prepared to sell some- 
thing at some price 

“...shares of newly public companies post- 

ed their worst performance of the year last 






























































month as a spate of initial public offerings 
disappointed followers’ [Wall Street Jour- 
nal] 
‘...if the partnership supports a sale, a 
public offering of shares would be set for 
as early as the fourth quarter [Wall 
Street Journal] 
offer period /'ofə ,prəriəd/ noun a 
time during which a takeover bid for a 
company is open 
offer price /'ofə prars/ noun the price 
at which investors buy new shares or units 
in a unit trust. The opposite, i.e. the sell- 
ing price, is called the ‘bid price’, the dif- 
ference between the two is the ‘spread’. 
office /‘vfis/ noun 1. a set of rooms 
where a company works or where busi- 
ness is done o for office use only some- 
thing which must only be used in an office 
2. a room where someone works and does 
business O Come into my office. O The hu- 
man resources manager’s office is on the 
third floor. 3. a government department 4. 
a post or position O She holds or performs 
the office of treasurer 
office block /'pfis blok/ noun a build- 
ing which contains only offices 
office design /,pfirs dr'zarn/ noun the 
science or task of arranging the layout of 
an office so that work can be done as effi- 
ciently as possible 
office equipment /'pfis 1,kwipmont/ 
noun furniture and machines needed to 
make an office work 
office furniture /,pfis 'fs:nitfa/ noun 
chairs, desks, filing cabinets used in an 
office O an office furniture store O He 
deals in secondhand office furniture. 
office hours /,pfts 'auəz/ plural noun 
the time when an office is open O Do not 
make private phone calls during office 
hours. 
office job /‘pfis d3pb/ noun a job in an 
office 
office junior /,pf1s 'dzu:nia/ noun a 
young man or woman who does all types 
of work in an office 
office messenger / ofis 
'mes(ə)nd3ə/ noun a person who carries 
messages from one person to another in a 
large office 
Office of Fair Trading /,vfts əv fea 
'treidin/ noun a government department 
which protects consumers against unfair 
or illegal business. Abbreviation OFT 
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office politics /,pfis 'pplitiks/ noun 
the ways in which the people in a particu- 
lar workplace relate to and behave to- 
wards each other, especially the ways in 
which people acquire power and status or 
use the power and status they have 


office premises /,pfis 'premisiz/ plu- 
ral noun building which houses an office 
or shop 


office space /'pvfis spers/ noun a 
space available for offices or occupied by 
offices O We are looking for extra office 
space. 


office staff /,vfts 'sta:f/ noun people 
who work in offices 


office supplies /'vfis so,plaiz/ noun 
stationery and furniture used in an office 


office worker /'pfis ,w3:ko/ noun a 
person who works in an office 


official /a'f1f(a)l/ adjective 1. from a 
government department or organisation O 
She went to France on official business. O 
He left official documents in his car. O 
She received an official letter of explana- 
tion. o speaking in an official capacity 
speaking officially o to go through offi- 
cial channels to deal with officials, espe- 
cially when making a request 2. done or 
approved by a director or by a person in 
authority O This must be an official order 
— it is written on the company’s headed 
paper. O This is the union’s official policy. 
the strike was made official the local 
strike was approved by the main trade un- 
ion office WE noun a person working in a 
government department O airport offi- 
cials inspected the shipment O Govern- 
ment officials stopped the import licence. 
minor official a person in a low posi- 
tion in a government department O Some 
minor official tried to stop my request for 
building permission. 


officialese /a,f1fa'li:z/ noun the lan- 
guage used in government documents 
which can be difficult to understand 


official exchange rate /9,f1{(9)l tks 
'tfernd3 ,rert/ noun an exchange rate 
which is imposed by the government O 
The official exchange rate is ten to the 
dollar, but you can get fifty on the black 
market. 


officially /a'f1f(a)li/ adverb according 
to what is said in public O Officially he 
knows nothing about the problem, but un- 


















































officially he has given us a lot of advice 
about it. 

official mediator la ff 
'mi:diertə/ noun a government official 
who tries to make the two sides in an in- 
dustrial dispute agree 

official receiver /ə,fıf(©)l ri'si:vo/ 
noun a government official who is ap- 
pointed to run a company which is in fi- 
nancial difficulties, to pay off its debts as 
far as possible and to close it down O The 
company is in the hands of the official re- 
ceiver. 

official return /9,f1f(o)l rr'tsın/ noun 
an official report 

official strike /s,f1f(9)l 'strark/ noun 
a strike which has been approved by the 
main office of a union 

Officio /a'f1f19u/ » ex officio 
off-licence /'pf lais(a)ns/ noun 1. a 
shop which sells alcohol for drinking at 
home 2. a licence to sell alcohol for drink- 
ing away from the place where you buy it 
off-line /,of 'latn/ adverb not connected 
to a network or central computer 
offload /pvf'laud/ verb to pass some- 
thing which you do not want to someone 
else o to offload excess stock to try to 
sell excess stock o to offload costs onto 
a subsidiary company to try to get a sub- 
sidiary company to pay some charges so 
as to reduce tax 

off-peak /,pf 'pi:k/ adjective not during 
the most busy time 

off-peak period /vf ‘pik ,proriod/ 
noun the time when business is less busy 
off-peak tariff /,of pitk 'teer1f/ noun 
lower charges used when the service is 
not busy 

off-season /'pf ,si:z(a)n/ noun the less 
busy season for travel, usually during the 
winter O Air fares are cheaper in the off- 
season. 

off-season tariff /,pf ,si:z(0)n 'teerrf/ 
noun cheap fares which are charged in a 
season when there is less business 
offset /vf'set/ verb to balance one thing 
against another so that they cancel each 
other out O to offset losses against tax O 
Foreign exchange losses more than offset 
profits in the domestic market. (NOTE: off- 
setting — offset) 

offshore /'offo:/ adjective, adverb 1. 
on an island or in the sea near to land O an 
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offshore oil field O an offshore oil plat- 
form 2. on an island which is a tax haven 
3. based outside a country, especially in a 
tax haven 

offshore fund /,pffo: 'fand/ noun a 
fund which is based outside the UK, and 
usually in a country which has less strict 
taxation than in the UK, such as the Baha- 
mas 

off-the-job training /,vf 69 d3nb 
'tremin/ noun training given to employ- 
ees away from their place of work, such 
as at a college or school 


off-the-shelf /,vf da 'felf/ adjective, 
adverb ready-made according to a regular 
design 

off-the-shelf company /,vf do ,felf 
'kamp(a)ni/ noun a company which has 
already been registered by an accountant 
or lawyer, and which is ready for sale to 
someone who wants to set up a new com- 
pany quickly 

OFT abbr Office of Fair Trading 


0800 number /əu eit ‘handrad 
»namb¢/ telephone number which can be 
used to reply to advertisements (the sup- 
plier pays for the call, not the caller) 
(NOTE: The US term is 800 number.) 


oil /o1l/ noun a natural liquid found in the 
ground, used to burn to give power 
“...the biggest surprise of 1999 was the re- 
bound in the price of oil. In the early 
months of the year commentators were 
talking about a fall to $5 a barrel but for 
the first time in two decades, the oil ex- 
porting countries got their act together, 
limited production and succeeded in push- 
ing prices up’ [Financial Times] 
oil-exporting country /‘ol tk 
sporty ,kantri/ noun a country which 
produces oil and sells it to others 
oil field /‘o11 fi:ld/ noun an area of land 
or sea under which oil is found 
oil-importing country /o1 lm 
portiy 'kantri/ noun a country which 
imports oil 
oil platform /o1l 'plet,fo:m/ noun a 
large construction with equipment for 
making holes in the ground to find oil 
oil-producing country /o1l pra 
\djursmy 'kantri/ noun a country which 
produces oil 


oil well /‘o1l wel/ noun a hole in the 
ground from which oil is pumped 


old age pension /,auld e1d3 'pen fən/ 
nouna state pension given to people over 
some age (currently to a man who is 65 or 
to a woman who is 60) 


old age pensioner /,suld e1d3 
‘penf(9)na/ noun a person who receives 
the retirement pension. Abbreviation 
OAP 


old boy network /'suld bor ,netwark/ 
noun the practice of using long-standing 
key contacts to appoint people to jobs or 
to get a job or to do business. ù network- 
ing 

old-established / uld ı1s'tæblıft/ 
adjective (company or brand) which has 
been in existence for a long time O The 
old-established family business was 
bought by a group of entrepreneurs. 


ombudsman /'nmbudzmən/ noun 1. 
a management employee who is given the 
freedom to move around the workplace to 
locate and remedy unfair practices (NOTE: 
The plural is ombudsmen.) 2. an official 
who investigates complaints by the public 
against government departments or other 
large organisations 
“...radical changes to the disciplinary sys- 
tem, including appointing an ombudsman 
to review cases where complainants are 
not satisfied with the outcome, are pro- 
posed in a consultative paper the Institute 
of Chartered Accountants issued last 
month’ [Accountancy] 
COMMENT: There are several ombuds- 
men: the main one is the Parliamentary 
Commissioner, who is a civil servant and 
investigates complaints against govern- 
ment departments. The Banking Om- 
budsman, the Investment Ombudsman, 
the Building Societies Ombudsman, the 
Pensions Ombudsman and the Insur- 
ance Ombudsman are independent offi- 
cials who investigate complaints by the 
public against banks, financial advisers, 
building societies, pension funds or in- 
surance companies. They are all regulat- 
ed by the Financial Services Authority. 
omission /əu'mıf(ə)n/ noun a thing 
which has been omitted, or the act of 
omitting something 


omit /au'mit/ verb 1. to leave something 
out, not to put something in O Her assist- 
ant omitted the date when typing the con- 
tract. 2. not to do something O He omitted 
to tell the managing director that he had 
lost the documents. (NOTE: omitting — 
omitted) 
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omnibus agreement /‘pmnibos ə 
grizmont/ noun an agreement which 
covers many different items 


on /on/ preposition 1. being a member of 
a group O to sit on a committee O She is 
on the boards of two companies. O We 
have 250 people on the payroll. O She is 
on our full-time staff. 2. in a certain way 
O ona commercial basis O to buy some- 
thing on approval O to buy a car on hire- 
purchase O to get a mortgage on easy 
terms O He is still on probation. O She is 
employed on very generous terms. O on 
the understanding that on condition 
that, provided that O We accept the terms 
of the contract, on the understanding that 
it has to be ratified by our main board. 3. 
at a time O The shop is closed on Wednes- 
day afternoons. O We work 7 hours a day 
on weekdays. O The whole staff has the 
day off on May 24th. 4. doing something 
O The director is on holiday. O She is in 
the States on business. O The switchboard 
operator is on duty from 6 to 9. 


oncosts /'pnkpsts/ plural noun money 
spent in producing a product, which does 
not rise with the quantity of the product 
made. Also called fixed costs 


one-man business /wan men 
‘biznis/, one-man firm /,;wan men 
'fsım/, one-man company /,wan men 
'kamp(a)ni/ noun a business run by one 
person alone with no staff or partners 


one-off /,wan 'vf/ adjective done or 
made only once O one-off item O one-off 
deal O one-off payment 


onerous /'sunoras/ adjective heavy, 
needing a lot of effort or money o the re- 
payment terms are particularly oner- 
ous the loan is particularly difficult to pay 
back 


one-sided /,wan 'satdid/ adjective fa- 
vouring one side and not the other in a ne- 
gotiation 

one-stop /'wan stop/ adjective offer- 
ing a wide range of services to a custom- 
er, not necessarily services which are re- 
lated to the product or services which the 
company normally sells 

one-way fare /,wan wer 'feə/ noun 
US a fare for a journey from one place to 
another 


one-way trade /,wan wer 'treid/ 
noun a situation where one country sells 


























to another, but does not buy anything in 
return 


online /pvn'lain/; /‘pnlain/ adjective, 
adverb linked via a computer directly to 
another computer, a computer network or, 
especially, the Internet; on the Internet O 
The sales office is online to the ware- 
house. O We get our data online from the 
stock control department. 
“...there may be a silver lining for ‘clicks- 
and-mortar’ stores that have both an online 
and a high street presence. Many of these 
are accepting returns of goods purchased 
online at their traditional stores. This is a 
service that may make them more popular 
as consumers become more experienced 
online shoppers’ [Financial Times] 
“...a survey found that even among expe- 
rienced users — those who shop online at 
least once a month — about 10% aban- 
doned a planned purchase because of an- 
noying online delays and procedures’ [Fi- 
nancial Times] 
“,..some online brokers failed to foresee 
the huge increase in private dealing and 
had problems coping with the rising vol- 
ume. It has been the year when private in- 
vestors were able to trade online quickly, 
cheaply, and on the whole, with little both- 
er’ [Financial Times | 
online community /onJain_ kə 
‘mjuiniti/ noun a network of people who 
communicate with one another and with 
an organisation through interactive tools 
such as e-mail, discussion boards and 
chat systems 
0.n.0. abbr or near offer 
on-the-job training /,on 60 d3nb 
‘tremin/ noun training given to employ- 
ees at their place of work 
on the side /,pn 6a 'sard/ adverb sep- 
arate from your normal work, and hidden 
from your employer O He works in an ac- 
countant’s office, but he runs a construc- 
tion company on the side. O Her salary is 
too small to live on, so the family lives on 
what she can make on the side. 
on time /,pn 'tarm/ adverb the right 
time O the plane was on time O you will 
have to hurry if you want to get to the 
meeting on time or if you want to be on 
time for the meeting 
OPEC /'supek/ abbr Organization of 
Petroleum Exporting Countries 
op-ed /,pp 'ed/ noun in a newspaper, a 
page that has signed articles expressing 
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personal opinions, usually found opposite 
the editorial page 
open /'supon/ adjective 1. at work, not 
closed O The store is open on Sunday 
mornings. © Our offices are open from 9 
to 6. O They are open for business every 
day of the week. 2. ready to accept some- 
thing o the job is open to all applicants 
anyone can apply for the job o we will 
keep the job open for a month we will 
not give the job to anyone else for a month 
open to offers ready to accept a reason- 
able offer o the company is open to of- 
fers for the empty factory the company 
is ready to discuss an offer which is lower 
than the suggested price Wm verb 1. to start 
a new business O She has opened a shop 
in the High Street. O We have opened a 
branch in London. 2. to start work, to be 
at work O The office opens at 9 a.m. O We 
open for business on Sundays. 3. to begin 
something o to open negotiations to be- 
gin negotiating O She opened the discus- 
sions with a description of the product. O 
The chairman opened the meeting at 
10.30. 4. to set something up or make 
something available O to open a bank ac- 
count O to open a line of credit O to open 
a loan 5. o shares opened lower share 
prices were lower at the beginning of the 
day’s trading 
‘...after opening at 79.1 the index touched 
a peak of 79.2 and then drifted to a low of 
78.8” [Financial Times] 
open up phrasal verb n to open up 
new markets to work to start business 
in markets where such business has not 
been done before 


open account /,aupen a'kaunt/ noun 
an account where the supplier offers the 
purchaser credit without security 


open cheque /,supen 'tfek/ noun 
same as uncrossed cheque 


open communication /,əupən 
komjur:ni'kerf(a)n/ noun a policy in- 
tended to ensure that employees are able 
to find out everything they want to know 
about their organisation 

open credit /,upon 'kredit/ noun 
credit given to good customers without 
security 

open-door policy /,upen ‘do: 
\polisi/ noun a policy in which a country 
accepts imports from all other countries 
on equal terms 






















































































open-ended /,aupen 'endid/ adjective 
with no fixed limit or with some items not 
specified O They signed an open-ended 
agreement. O The candidate was offered 
an open-ended contract with a good ca- 
reer plan. (NOTE: The US term is open- 
end.) 

open-ended credit /,supon ,endid 
'kredit/ noun same as revolving credit 
open general licence /,supon 
,d3en(a)ral 'lars(ə)ns/ noun an import li- 
cence for all goods which are subject to 
special import restrictions 

opening /‘sup(e)nin/ noun 1. the act of 
starting a new business O the opening of a 
new branch O the opening of a new mar- 
ket or of a new distribution network 2. an 
opportunity to do something m adjective 
being at the beginning, or the first of sev- 
eral 

opening balance /'əup(ə)nıņ 
,bzlons/ noun a balance at the beginning 
of an accounting period 

opening bid /‘sup(a)nin bid/ noun the 
first bid at an auction 

opening entry /‘sup(a)nin_jentri/ 
noun the first entry in an account 
opening hours /‘aup(a)n1n avez/ plu- 
ral noun the hours when a shop or busi- 
ness is open 

opening price /‘sup(e)nin prats/ 
noun a price at the start of a day’s trading 
opening session —=_/,aup(9)nin 
'sef(a)n/ noun the first part or last part of 
a conference 

opening stock /‘sup(a)nin stok/ 
noun on a balance sheet, the closing stock 
at the end of one accounting period that is 
transferred forward and becomes the 
opening stock in the one that follows 
(NOTE: The US term is beginning in- 
ventory.) 

opening time /'əup(ə)nıy tarm/ noun 
the time when a shop or office starts work 
open market /,aupon 'ma:kıt/ noun a 
market where anyone can buy or sell 
open-plan office /,supon plen 'pfts/ 
noun a large room divided into smaller 
working spaces with no fixed divisions 
between them 

open pricing /,supon 'prarsıy/ noun 
the attempt by companies to achieve some 
cooperation and conformity in pricing O 
Representatives from the major compa- 
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nies in the industry are meeting to estab- 
lish an open-pricing policy. 

open standard /,supen 'stændəd/ 
noun a standard that allows computers 
and similar pieces of equipment made by 
different manufacturers to operate with 
each other 


open system /'əupən ,sıstəm/ noun 
1. a flexible type of organisation, which 
allows employees freedom to work in 
their own way O An open system can al- 
low employees to choose their own work- 
ing hours. 2. a computer operating system 
that users are freely allowed to develop 
applications for 

open systems thinking /,supon 
ststoams '@mkiy/ noun an approach to 
learning and problem-solving in which 
people the behaviour of a system, then ex- 
plore possible ways for improving it 
open ticket /,upon 'tıkıt/ noun a 
ticket which can be used on any date 


operate /'pporeit/ verb 1. to be in force 
O The new terms of service will operate 
from January Ist. O The rules operate on 
inland postal services only. 2. to make 
something work or function o to operate 
a machine to make a machine work O He 
is learning to operate the new telephone 
switchboard. 3. to do business, or to run a 
business or a machine 
“...the company gets valuable restaurant 
locations which will be converted to the 
family-style restaurant chain that it oper- 
ates and franchises throughout most parts 
of the US’ [Fortune] 
operating /'pporeitin/ noun the gener- 
al running of a business or of a machine 
‘...the company blamed over-capacity and 
competitive market conditions in Europe 
for a £14m operating loss last year’ 
[Financial Times] 
operating budget /'ppərertıy 
,bad3ıt/ noun a forecast of income and 
expenditure over a period of time 
operating costs /‘pvporeitm ,kpsts/ 
plural noun the costs of the day-to-day 
activities of acompany. Also called oper- 
ating expenses, running costs 
operating earnings /,vporeitin 
'gininz/ plural noun same as operating 
income 
operating expenses /,vporeitin 1k 
'spenss/ plural noun same as operating 
costs 














operating income _/'vporeitin 
nkam/, operating profit /'nporeitin 
\prpfit/ noun the profit made by a com- 
pany in its usual business. Also called op- 
erating earnings 
operating manual /'opərertıy 
;mzenjual/ noun a book which shows 
how to work a machine 
operating system /'ppərertıy 
,sistom/ noun the main program which 
operates a computer 
operation /,ppa're1f(9)n/ noun 1. an 
activity or a piece of work, or the task of 
running something O the company’s op- 
erations in West Africa O He heads up the 
operations in Northern Europe. 2. o in 
operation working or being used O The 
system will be in operation by June. O The 
new system came into operation on Janu- 
ary Ist. 
“...a leading manufacturer of business, in- 
dustrial and commercial products requires 
a branch manager to head up its mid-west- 
ern Canada operations based in Winnipeg’ 
[Globe and Mail (Toronto)]| 
operational /,ppa'retJ(a)nol/ adjec- 
tive 1. referring to the day-to-day activi- 
ties of a business or to the way in which 
something is run 2. working or in opera- 
tion o the system became operational 
on June 1st the system began working on 
June Ist 
operational audit /,vpo,rerf(s)nol 
‘gidit/ noun a systematic review of the 
systems and procedures used in an organ- 
isation in order to assess whether they are 
being carried out efficiently and effective- 
ly. Also known as management audit, 
operations audit 
operational budget /,pporerf(9)nol 
‘bad3it/ noun a forecast of expenditure 
on running a business 
operational costs /,pporerf(s)nol 
‘kosts/ plural noun the costs of running a 
business 
operational planning 
/,pporeif(a)nal 'pleenin/ noun the plan- 
ning of how a business is to be run 
operational research 
/,pporeif(a)nal ri's3itf/ noun a study of 
a company’s way of working to see if it 
can be made more efficient and profitable 
operations review /,pporetf(9)nz rr 
'vju:/ noun an act of examining the way 
in which a company or department works 
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to see how it can be made more efficient 
and profitable 
operative /'op(ə)rətıv/ adjective oper- 
ating or working O The new system has 
been operative since June Ist a to be- 
come operative to start working E noun 
a person who operates a machine which 
makes a product OA skilled operative can 
produce 250 units per hour. 
operator /'pporeita/ noun 1. a person 
who works a machine O a keyboard oper- 
ator O a computer operator 2. a person 
who works a telephone switchboard O 
switchboard operator O to call the opera- 
tor or to dial the operator O to place acall 
through or via the operator 3. a person 
who runs a business 4. (on the Stock Ex- 
change) a person who buys and sells 
shares hoping to make a quick profit 
“...a number of block bookings by Ameri- 
can tour operators have been cancelled’ 
[Economist] 
opinion /a'pinjan/ noun a piece of ex- 
pert advice O the lawyers gave their opin- 
ion O to ask an adviser for his opinion on 
a case 
opinion-former /a'pmjon ,formo/, 
opinion-leader /a'pmnjon_,li:da/ noun 
someone well known whose opinions in- 
fluence others in society O A pop-star is 
the ideal opinion-leader if we are aiming 
at the teenage market. O The celebrity 
used in the sales promotion campaign 
was not respected enough to be a true 
opinion-former. 
opinion poll /a'pinjon paul/ noun the 
activity of asking a sample group of peo- 
ple what their opinion is, so as to guess 
the opinion of the whole population O 
Opinion polls showed that the public pre- 
ferred butter to margarine. O Before 
starting the new service, the company 
carried out nationwide opinion polls. 
OPM abbr other people’s money 
opportunity /,npo'tjumiti/ noun a 
chance to do something successfully 
‘...the group is currently undergoing a pe- 
riod of rapid expansion and this has creat- 
ed an exciting opportunity for a qualified 
accountant’ [Financial Times] 
opportunity cost /,po'tju:nitr 
kpst/ noun the cost of a business initia- 
tive in terms of profits that could have 
been gained through an alternative plan O 
It’s a good investment plan and we will 
not be deterred by the opportunity cost. 














oppose /ə'pəuz/ verb to try to stop 
something happening; to vote against 
something O A minority of board mem- 
bers opposed the motion. O We are all op- 
posed to the takeover. 


opposite number /,ppozit 'nambo/ 
nouna person who has a similar job in an- 
other company o John is my opposite 
number in Smith’s John has the same 
job in Smith’s as I have here 

optimal /'optım(ə)l/ adjective best 
optimum /'pptrmoam/ adjective best O 
The market offers optimum conditions for 
sales. 


opt-in /‘ppt m/ noun a method by which 
users can register with a website if they 
want to receive particular information or 
services from it. In opt-in, users must pro- 
vide their e-mail addresses, so that the 
website owner can send them e-mails. 


option /'ppJan/ noun the opportunity to 
buy or sell something within a fixed peri- 
od of time at a fixed price o to have first 
option on something to have the right to 
be the first to have the possibility of de- 
ciding something o to grant someone a 
six-month option on a product to allow 
someone six months to decide if they 
want to manufacture the product o to 
take up an option or to exercise an op- 
tion to accept the option which has been 
offered and to put it into action O They ex- 
ercised their option or they took up their 
option to acquire sole marketing rights to 
the product. o I want to leave my op- 
tions open I want to be able to decide 
what to do when the time is right o to 
take the soft option to decide to do 
something which involves the least risk, 
effort or problems 

optional /'ppf(a)n(0)l/ adjective able 
to be done or not done, taken or not taken, 
as a person chooses O The insurance cov- 
er is optional. O Attendance at staff meet- 
ings is optional, although the manage- 
ment encourages employees to attend. 
optional extra /,ppfon(o)l 'ekstrə/ 
noun an item that is not essential but can 
be added if wanted 

option contract /‘ppfon ,kontrekt/ 
noun aright to buy or sell shares at a fixed 
price 

option dealing /‘ppfon ,di:lm/ noun 
the activity of buying and selling share 
options 
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option to purchase /,vpfan to 
‘psitfis/ noun an option which gives 
someone the possibility to buy something 
within a period of time 


orange goods /'prind3 gudz/ plural 
noun goods which are not bought as often 
as fast-moving items but are replaced 
from time to time, e.g. clothing. Compare 
red goods, yellow goods 


order /'9:da/ noun 1. the way in which 
records such as filing cards or invoices are 
arranged O in alphabetical or numerical 
order 2. working arrangement o machine 
in full working order a machine which is 
ready and able to work properly o the tel- 
ephone is out of order the telephone is 
not working o is all the documentation 
in order? are all the documents valid and 
correct? 3. an official request for goods to 
be supplied O to give someone an order or 
to place an order with someone for twenty 
filing cabinets O The management or- 
dered the workforce to leave the factory. 
to fill an order, to fulfil an order to sup- 
ply items which have been ordered O We 
are so understaffed we cannot fulfil any 
more orders before Christmas. o items 
available to order only items which will 
be manufactured only if someone orders 
them o on order ordered but not deliv- 
ered O This item is out of stock, but is on 
order. 4. an item which has been ordered 
O The order is to be delivered to our 
warehouse. O That filing cabinet contains 
staff records ordered by name. 5. an in- 
struction 6. a document which allows 
money to be paid to someone O She sent 
us an order on the Chartered Bank. 7. 
pay to Mr Smith or order pay money to 
Mr Smith or as he orders o pay to the or- 
der of Mr Smith pay money directly to 
Mr Smith or to his account m verb 1. to 
ask for goods to be supplied O They or- 
dered anew Rolls Royce for the managing 
director. 2. to give an official request for 
something to be done or for something to 
be supplied O to order twenty filing cabi- 
nets to be delivered to the warehouse 3. to 
put in a certain way O The address list is 
ordered by country. © That filing cabinet 
contains invoices ordered by date. 


order book /'s:da buk/ noun a book 
which records orders received 


order form /'o:da form/ noun a pad of 
blank forms for orders to be written on 


































































































order fulfilment /'9:do ful,filmont/ 
noun the process of supplying items 
which have been ordered 

order number /'s:da_ ,nambə/ noun 
the reference number printed on an order 


order picking /'s:da ,prki/ noun the 
process of collecting various items in a 
warehouse in order to make up an order to 
be sent to a customer 
order processing /'s:do ,prausesin/ 
noun the work of dealing with orders 
ordinary member  /,9:d(0)n(o)ri 
'membo/ noun a person who pays a sub- 
scription to belong to a group 
ordinary resolution /,9:d(9)n(a)ri 
,rezo'lu:f(9)n/ noun a resolution put be- 
fore an AGM, usually referring to some 
general procedural matter, and which re- 
quires a simple majority of votes to be ac- 
cepted 
ordinary shareholder /,9:d(9)n(o)ri 
'feəhəuldə/ noun a person who owns or- 
dinary shares in a company 
ordinary shares /'s:d(a)n(a)ri feoz/ 
plural noun normal shares in a company, 
which have no special benefits or restric- 
tions (NOTE: The US term is common 
stock.) 
organic growth /s:,gzenik 'grou0/ 
noun same as internal growth 
organisation /,o:gonat'ze1f(a)n/, or- 
ganization noun 1. a way of arranging 
something so that it works efficiently O 
the organisation of the head office into 
departments O The chairman handles the 
organisation of the AGM. O The organi- 
sation of the group is too centralised to be 
efficient. 2. a group or institution which is 
arranged for efficient work 

“...working with a client base which in- 

cludes many major commercial organiza- 

tions and nationalized industries’ [Times] 
organisational /,o1gonal 
'ze1J(a)n(a)l/, organizational adjective 
referring to the way in which something is 
organised O The paper gives a diagram of 
the company’s organisational structure. 
organisational analysis 
/,o:gonaizerf(a)n(9)l a'nzelasis/ noun a 
type of analysis carried out by an organi- 
sation that is intended to identify areas 
where it is inefficient and ways in which 
it can be restructured so as to become 
more efficient 
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organisational chart  /,9:gonar 
'ze1J(a)n(a)l tfart/ noun a chart showing 
the hierarchical relationships between 
employees in a company 
organisational development 
/,organaizelf(ayn(a)l_  dr'veləpmənt/ 
noun 1. a form of management training 
designed to affect the whole organisation 
as well as the individual employees 2. 
planning that is directed towards bringing 
about far-reaching changes in an organi- 
sation that will enable it to adapt to 
changing market conditions and set itself 
new objectives 


organisation and methods 
/,o1ganaizelf(a)yn on 'meĝðədz/ noun a 
process of examining how an office 
works, and suggesting how it can be made 
more efficient. Abbreviation O & M 


organisation chart = /,o:gonar 
'ze1f(a)n tfart/ noun same as organisa- 
tional chart 

Organisation for Economic Co- 
operation and Development 
/,organaizelf(a)n far izkoynomik kau 
,Dperelf(a)n on di'velopmant/ noun an 
organisation representing the industrial- 
ised countries, aimed at encouraging in- 
ternational trade, wealth and employment 
in member countries. Abbreviation 
OECD 


organisation hierarchy /,5:gonar 
zer f(o)n 'hatorarki/ noun the traditional 
way that authority is structured within an 
organisation, that is, in a series of layers 
arranged vertically, each layer consisting 
of people of equal rank who are superior 
to the people in the layers below and sub- 
ordinate to the people in the layers above. 
During the later 20th and early 21st cen- 
turies the numbers of layers within the hi- 
erarchies of large organisations have of- 
ten been greatly reduced as a result of 
downsizing, leading to so-called flat or- 
ganisations where there is greater em- 
ployee empowerment. 

organisation pyramid /,9:gonar 
'ze1f(a)n ,piramid/ noun a structure of 
an organisation with many employees at 
lower levels and fewer at the top 
organisation theory § /,o:gonar 
'ze1J(a)n ,O1ari/ noun the study of organ- 
isations, especially of organisations as 
units or structures, rather than of the be- 
haviour of people within organisations 


organise /'s:gonaiz/, organize verb 1. 
to set up a system for doing something O 
The company is organised into six profit 
centres. O The group is organised by sales 
areas. 2. to arrange something so that it 
works 
“...we organize a rate with importers who 
have large orders and guarantee them 
space at a fixed rate so that they can plan 
their costs’ [Lloyd’s List] 
organised labour /,5:gonaizd 'lerbə/ 
noun employees who are members of 
trade unions 
“...governments are coming under in- 
creasing pressure from politicians, organ- 
ized labour and business to stimulate eco- 
nomic growth’ [Duns Business Month] 
organiser /'s:gonaizo/ noun a person 
who arranges things efficiently O Address 
any queries about the venue to the confer- 
ence organizer. 
organising committee /,5:gonaizin 
ko'miti/ noun a group of people who ar- 
range something O He is a member of the 
organizing committee for the conference. 
Organization of Petroleum Ex- 
porting Countries /,5:ganarze1f(o)n 
av poa,trouliom ek,spo:tiy 'kantriz/ 
noun a group of major countries who are 
producers and exporters of oil. Abbrevia- 
tion OPEC 
oriented /‘s:rientid/, orientated 
/‘oiriontertid/ adjective working in a 
certain direction O a market-orientated 
approach o export-oriented company 
company which produces goods mainly 
for export 
origin /'orıd3ın/ noun the place where 
something or someone originally comes 
from O spare parts of European origin 
original /a'r1d3an(o)I/ adjective which 
was used or made first O They sent a copy 
of the original invoice. O He kept the orig- 
inal receipt for reference. @ noun the first 
copy made O Send the original and file 
two copies. 
original equipment manufacturer 
/a,ridzon(a)l_ 1 kwıpmənt ,menju 
'fæktfərə/ noun a company that makes 
pieces of equipment that are designed to 
work with a basic and common product 
such as a computer 
originally /ə'rıdzən(ə)lı/ adverb first 
or at the beginning 
O’s » four O’s 














283 


outperform 





OS abbr outsize 

O/S abbr out of stock 

other people’s money (OPM) /,aðə 
\pirp(a)lz 'mani/ money which a busi- 
ness ‘borrows’ from its creditors (such as 
by not paying invoices on schedule) and 
so avoids using its own funds 

ounce /auns/ noun a measure of weight 
(= 28 grams) (NOTE: Usually written oz 
after figures: 250z. Note also that the 
ounce is now no longer officially used in 
the UK) 

out /aut/ adverb 1. on strike O The work- 
ers have been out on strike for four weeks. 
O As soon as the management made the 
offer, the staff came out. O The shop stew- 
ards called the workforce out. 2. o to be 
out to be wrong in calculating something, 
or to be wrongly calculated O the balance 
is £10 out o we are £20,000 out in our 
calculations we have £20,000 too much 
or too little 3. US away from work be- 
cause of illness (NOTE: The UK term for 
this sense is off.) 

outbid /aut'bid/ verb to offer a better 
price than someone else O We offered 
£100,000 for the warehouse, but another 
company outbid us. (NOTE: outbidding — 
outbid) 

outfit /‘autfit/ noun a small, sometimes 
badly run company O They called in a 
public relations outfit. O He works for 
some finance outfit. 

outflow /‘autflau/ noun o outflow of 
capital from a country capital which is 
sent out of a country for investment 
abroad 

outgoing /aut'gourn/ adjective 1. 
outgoing mail mail which is being sent 
out 2. o the outgoing chairman, the out- 
going president chairman or president 
who is about to retire 

outgoings /‘autgournz/ plural noun 
money which is paid out 

outlay /‘autle1/ noun money spent, ex- 
penditure o for a modest outlay for a 
small sum O For a modest outlay he was 
able to take control of the business. 
outlet /‘autlet/ noun a place where 
something can be sold 

outline /'autlaın/ noun a general de- 
scription, without giving many details O 
They drew up the outline of a plan or an 
outline plan. o outline planning permis- 
sion general permission to build a proper- 






















































































ty on a piece of land, but not final because 
there are no details m verb to make a gen- 
eral description O The chairman outlined 
the company’s plans for the coming year. 


outlook /‘autluk/ noun a view of what 
is going to happen in the future O The 
economic outlook is not good. O The 
stock market outlook is worrying. 
‘American demand has transformed the 
profit outlook for many European manu- 
facturers’ [Duns Business Month] 
out of court/,aut ov 'ko:t/ adverb, ad- 
jective o a settlement was reached out 
of court a dispute was settled between 
two parties privately without continuing a 
court case 


out-of-date /,aut ov 'dert/ adjective, 
adverb old-fashioned or no longer mod- 
ern O Their computer system is years out 
of date. O They’re still using out-of-date 
equipment. 

out-of-house /,aut əv ‘haus/ adjec- 
tive, adverb working outside a company’s 
buildings O the out-of-house staff O We do 
all our data processing out-of-house. 


out of pocket /,aut ov 'pokıt/ adjec- 
tive, adverb having paid out money per- 
sonally O The deal has left me out of 
pocket. 


out-of-pocket expenses /,aut ov 
,pokıt rk'spensrz/ plural noun an 
amount of money paid back to an employ- 
ee who has spent his or her personal mon- 
ey on company business 

out of stock /,aut əv 'stok/ adjective, 
adverb with no stock left O Those books 
are temporarily out of stock. O Several 
out-of-stock items have been on order for 
weeks. Abbreviation O/S 


out of the loop /,aut əv da 'lu:p/ ad- 
verb deliberately or accidentally exclud- 
ed from decision-making processes and 
the flow of information around an organi- 
sation (informal) (NOTE: A person who is 
out of the loop is likely to feel isolated 
and will be unable to contribute fully to 
the organisation.) 

out of work /,aut ov 'w3:k/ adjective, 
adverb with no job O The recession has 
put millions out of work. O The company 
was set up by three out-of-work engi- 
neers. 


outperform /,autpo'fo:m/ verb to do 
better than other companies 
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“...on the fairly safe assumption that there 
is little to be gained in attempting to find 
the share or trust that outperforms every- 
thing else, there is every reason to buy an 
index-tracking fund’ [Money Observer] 
output /'autput/ noun 1. the amount 
which a company, person or machine pro- 
duces O Output has increased by 10%. O 
25% of our output is exported. 2. infor- 
mation which is produced by a computer. 
Opposite input m verb to produce (by 
computer) O The printer will output col- 
our graphics. O That is the information 
outputted from the computer. O The print- 
er will output colour graphs. (NOTE: out- 
putting — outputted) 
“...crude oil output plunged during the last 
month and is likely to remain near its 
present level for the near future’ 
[Wall Street Journal] 
output bonus /‘avtput ,baunas/, out- 
put-based bonus /,autput berst 
'bəunəs/ noun an extra payment for in- 
creased production 
output per hour /,avtput pər 'auə/ 
noun the amount of something produced 
in one hour 
output tax /‘autput teks/ noun VAT 
charged by a company on goods or serv- 
ices sold, and which the company pays to 
the government 
outright /,aut'rart/ adverb, adjective 
completely to purchase something 
outright, to make an outright purchase 
to buy something completely, including 
all rights in it 
outsell /aut'sel/ verb to sell more than 
someone O The company is easily outsell- 
ing its competitors. (NOTE: outselling — 
outsold) 
outside /‘autsatd/ adjective, adverb 1. 
not in a company’s office or building o to 
send work to be done outside to send 
work to be done in other offices 2. o out- 
side office hours not during office hours, 
when the office is not open 
outside dealer /,autsard 'di:lo/ noun 
a person who is not a member of the Stock 
Exchange but is allowed to trade 
outside director /,autsaid dar'rekto/ 
noun a director who is not employed by 
the company, a non-executive director 
outside line /,autsaid 'laın/ noun a 
line from an internal office telephone sys- 
tem to the main telephone exchange O 
You dial 9 to get an outside line. 






































outside shareholder  /,autsaid 
'feəhəuldə/ same as minority share- 
holder 


outside worker /'autsard ,w3:ko/ 
noun an employee who does not work in 
a company’s offices 
outsize /‘autsaiz/ noun a size which is 
larger than usual. Abbreviation OS o out- 
size order a very large order 
outsource /'aut,so:s/ verb to use a 
source outside a company or business to 
do the work that is needed 
outsourcing /‘autso:sin/ noun the 
practice of obtaining services from spe- 
cialist bureaux or other companies, rather 
than employing full-time members of 
staff to provide them 
“...organizations in the public and private 
sectors are increasingly buying in special- 
ist services — or outsourcing — allowing 
them to cut costs and concentrate on their 
core business activities’ [Financial Times] 
outstanding /aut'stzendim/ adjective 
not yet paid or completed o outstanding 
debts debts which are waiting to be paid 
outstanding orders orders received but 
not yet supplied o what is the amount 
outstanding? how much money is still 
owed? o matters outstanding from the 
previous meeting questions which were 
not settled at the previous meeting 
COMMENT: Note the difference between 
‘outstanding’ and ‘overdue’. If a debtor 
has 30 days credit, then his debts are 
outstanding until the end of the 30 days, 
and they only become overdue on the 
31st day. 
out tray /'avt tre1/ noun a basket on a 
desk for letters or memos which have 
been dealt with and are ready to be dis- 
patched 
outturn /'autts:n/ noun an amount pro- 
duced by a country or company 
outvote /aut'vaut/ verb to defeat some- 
one in a vote o the chairman was out- 
voted the majority voted against the 
chairman 
outward /'autwəd/ adjective going 
away from the home country O the ship is 
outward bound O On the outward voyage 
the ship will call in at the West Indies. 
outward cargo /,avtwod 'ka:gau/ 
noun goods which are being exported 
outward mission /,autwad 'm1J(9)n/ 
nouna visit by a group of businesspeople 
to a foreign country 
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outwork /‘autw3:k/ noun work which a 
company pays someone to do at home 


outworker /'autw3:ko/ noun a person 
who works at home for a company 


over /əuvə/ preposition 1. more than O 
the carpet costs over £1000 O Packages 
not over 200 grams can be sent first class. 
O The increase in turnover was over 25%. 
2. compared with O Increase in output 
over last year. O Increase in debtors over 
the last quarter’s figure. 3. during O Over 
the last half of the year profits doubled. m 
adverb o held over to the next meeting 
postponed, put back to the next meeting 


over- /əuvə/ prefix more than o shop 
which caters to the over-60s a shop 
which has goods which appeal to people 
who are more than sixty years old 


overall /,auvor's:l/ adjective covering 
or including everything o the company 
reported an overall fall in profits the 
company reported a general fall in profits 
overall plan a plan which covers every- 
thing 

overbook /,asuva'buk/ verb to book 
more people than there are seats or rooms 
available O The hotel or The flight was 
overbooked. 


overbooking /,aU0va'bukin/ noun the 
act of taking more bookings than there are 
seats or rooms available 
overborrowed /,auva'bvraud/ adjec- 
tive referring to a company which has 
very high borrowings compared to its as- 
sets, and has difficulty in meeting its in- 
terest payments 
overbought /,auva'bo:t/ adjective 
having bought too much o the market is 
overbought prices on the stock market 
are too high, because there have been too 
many people wanting to buy 

“...they said the market was overbought 

when the index was between 860 and 870 

points’ [Australian Financial Review] 
overcapacity /,suvaka'pesiti/ noun 
an unused capacity for producing some- 
thing 

“...with the present overcapacity situation 

in the airline industry the discounting of 

tickets is widespread’ [Business Traveller] 
overcapitalised /,av0va 
‘kepitolaizd/, overcapitalized adjec- 
tive referring to a company with more 
capital than it needs 






























































overcharge noun /'suvatfa:d3/ a 
charge which is higher than it should be O 
to pay back an overcharge ™ verb /,aUva 
'tfard3/ to ask someone for too much 
money O They overcharged us for our 
meals. O We asked for a refund because 
we’d been overcharged. 


overdraft /‘suvadra:ft/ noun 1. an 
amount of money which a company or 
person can withdraw from a bank ac- 
count, with the bank’s permission, despite 
the fact that the account is empty O The 
bank has allowed me an overdraft of 
£5,000. Abbreviation O/D (NOTE: The US 
term is overdraft protection.) we 
have exceeded our overdraft facilities 
we have taken out more than the overdraft 
allowed by the bank 2. a negative amount 
of money in an account, i.e. a situation 
where a cheque is more than the money in 
the account on which it is drawn 
overdraft facilities /‘ouvodra:ft fə 
\Stlitiz/ plural noun an arrangement with 
a bank to have an overdraft 

overdraw /,suve'dro:/ verb to take out 
more money from a bank account than 
there is in it o your account is over- 
drawn, you are overdrawn you have 
paid out more money from your account 
than you have in it 

overdue /,auva'dju:/ adjective having 
not been paid on time o interest pay- 
ments are three weeks overdue interest 
payments which should have been made 
three weeks ago 

overestimate /,suvor'estimert/ verb 
to think something is larger or worse than 
it really is O She overestimated the 
amount of time needed to fit out the facto- 
ry. O They overestimated the costs of mov- 
ing the offices to central London. 
overextend /,suvarik'stend/ verb 
the company overextended itself the 
company borrowed more money than its 
assets would allow 

overhead budget /,auvahed 'badzit/ 
noun a plan of probable overhead costs 
overhead costs /,suvahed 'kpsts/, 
overhead expenses /,suvohed ık 
‘spensiz/ plural noun same as over- 
heads 

overheads /‘suvahedz/ plural noun 
the indirect costs of the day-to-day run- 
ning of a business, i.e. not money spent of 
producing goods, but money spent on 
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such things as renting or maintaining 
buildings and machinery O The sales rev- 
enue covers the manufacturing costs but 
not the overheads. (NOTE: The usual US 
term is overhead.) 

overlook /,auva'luk/ verb not to pay at- 
tention to O Jn this instance we will over- 
look the delay. 

overmanning /,suvo'menin/ noun 
the state of having more employees than 
are needed to do a company’s work O The 
MD’s plan is to reduce overmanning. O 
The answer to our overmanning problem 
must be redundancies. 

overpaid /,suvo'peid/ adjective paid 
too much O Our staff are overpaid and 
underworked. 

overpay /,ouvo'pel/ verb 1. to pay too 
much to someone or for something O We 
overpaid the invoice by $245. 2. to pay an 
extra amount to reduce the total capital 
borrowed on a mortgage 

overpayment /,aUva'permont/ noun 
an act of paying too much 
overproduce /,suvapra'dju:s/ verb to 
produce too much of a product 
overproduction /,suvopra'dakfon/ 
noun the manufacturing of too much of a 
product 

overrated /,auva'reitid/ adjective val- 
ued more highly than it should be O The 
effect of the dollar on European business 
cannot be overrated. O Their ‘first-class 
service’ is very overrated. 

overrider /'suvoraido/, overriding 
commission /‘suvoeraidin ko,m1f(9)n/ 
noun a special extra commission which is 
above all other commissions 

overrun / əuvə'ran/ verb to go beyond 
a limit O The construction company over- 
ran the time limit set to complete the fac- 
tory. O The workers overran the time limit 
set by the production manager. (NOTE: 
overrunning — overran — overrun) 
overs /'əuvəz/ plural noun extra items 
above the agreed total O The price in- 
cludes 10% overs to compensate for dam- 
age. 

overseas adjective /‘asuvasi:z/, adverb 
/,aUve'si:z/ across the sea, or to or in for- 
eign countries O Management trainees 
knew that they would be sent overseas to 
learn about the export markets. O Some 
workers are going overseas to find new 
jobs. @ noun /,a0ve'si:z/ foreign coun- 


tries O The profits from overseas are far 
higher than those of the home division. 
overseas Call /,auvasi:z 'ko:l/ noun a 
call to another country 
overseas division /,ouvoasi:z dı 
'v13(9)n/ noun the section of a company 
dealing with trade with other countries 
overseas markets / əuvəsi:z 
‘markits/ plural noun markets in foreign 
countries 
overseas trade /,suvasi:z 'trerd/ 
noun same as foreign trade 
overseer /'sUvasi9/ noun a person who 
supervises other workers 
oversell /,sUva'sel/ verb to sell more 
than you can produce o he is oversold he 
has agreed to sell more product than he 
can produce o the market is oversold 
stock-market prices are too low, because 
there have been too many sellers 
overspend /,auva'spend/ verb to 
spend too much o to overspend your 
budget to spend more money than is al- 
lowed in your budget 
overspending /,a0va'spendin/ noun 
the act of spending more than is allowed 
O The board decided to limit the over- 
spending by the production departments. 
overstaffed /,ouvo'sta:ft/ adjective 
with more employees than are needed to 
do the work of the company 
overstock /,auva'stpk/ verb to have a 
bigger stock of something than is needed 
to be overstocked with spare parts to 
have too many spare parts in stock 

‘Cash paid for your stock: any quantity, 

any products, overstocked lines, factory 

seconds’ [Australian Financial Review] 
overstocks /‘suvastpks/ plural noun 
US more stock than is needed to supply 
orders O We will have to sell off the over- 
stocks to make room in the warehouse. 
oversubscribe —=_/,9uvasab'skrarb/ 
verb a the share offer was oversub- 
scribed six times people applied for six 
times as many new shares as were availa- 
ble 
over-the-counter /,auva da 'kaunto/ 
adjective involving shares which are not 
listed on the main Stock Exchange. Ab- 
breviation OTC 
over-the-counter market /,auva da 
'kauntə ,markit/ noun a secondary mar- 
ket in shares which are not listed on the 
main Stock Exchange 
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over-the-counter sales /,auva doa 
'kauntə ,seilz/ plural noun the legal sell- 
ing of shares which are not listed in the 
official Stock Exchange list, usually car- 
ried out by telephone 
overtime /'əuvətaım/ noun hours 
worked in addition to your usual working 
hours O to work six hours’ overtime O The 
overtime rate is one and a half times nor- 
mal pay. @ adverb o to work overtime to 
work longer hours than stated in the con- 
tract of employment 
overtime ban /‘suvatarm been/ noun 
an order by a trade union which forbids 
overtime work by its members 
overtime pay /‘suvatamm per/ noun 
pay for extra time worked 
overtrading /,suva'treidm/ noun a 
situation where a company increases sales 
and production too much and too quickly, 
so that it runs short of cash 
overvalue /,auva'velju:/ verb to give 
a higher value to something or someone 
than is right o these shares are overval- 
ued at £1.25 the shares are worth less 
than the £1.25 for which they are selling 
the pound is overvalued against the 
dollar the exchange rate gives too many 
dollars to the pound, considering the 
strength of the two countries’ economies 
“...the fact that sterling has been overval- 
ued for the past three years shows that cur- 
rencies can remain above their fair value 
for very long periods’ [Investors Chroni- 
cle] 
overweight /auva'wert/ adjective 
the package is sixty grams overweight 
the package weighs sixty grams too much 
overworked /,auva'wa:kt/ adjective 
having too much work to do O Our staff 
complain of being underpaid and over- 
worked. 


















































owe /əv/ verb to have to pay money O He 
owes the bank £250,000. n they still owe 
the company for the stock they pur- 
chased last year they have still not paid 
for the stock 

owing /‘au1n/ adjective 1. owed O mon- 
ey owing to the directors O How much is 
still owing to the company by its debtors? 
2. owing to because of O The plane was 
late owing to fog. O I am sorry that owing 
to pressure of work, we cannot supply 
your order on time. 

own /əun/ verb to have or to possess O 
She owns 50% of the shares. 0 a wholly- 
owned subsidiary a subsidiary which be- 
longs completely to the parent company 
own brand /,aun 'brend/ noun the 
name of a store which is used on products 
which are specially packed for that store 
own-brand goods /,aun brend 
‘gudz/ plural noun products specially 
packed for a store with the store’s name 
on them 

owner /'əunə/ noun the person who 
controls a private company 
owner-occupier /,ounor 'okjuparə/ 
noun a person who owns the property in 
which he or she lives 

ownership /'əunəf1p/ noun the fact of 
owning something o the ownership of 
the company has passed to the banks 
the banks have become owners of the 
company 

own label /,aun 'lerb(ə)l/ noun goods 
specially produced for a store with the 
store’s name on them 

own-label goods /,aun _lerb(a)l 
‘gudz/ plural noun goods specially pro- 
duced for a store with the store’s name on 
them 


OZ abbr ounce(s) 
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PA abbr personal assistant 
p.a. abbr per annum 


Pacific Rim /po,siftk 'rrm/ noun the 
countries on the edge of the Pacific 
Ocean: especially Hong Kong, Japan, Ko- 
rea, Malaysia, Singapore, Thailand and 
Taiwan 


pack /pzk/ noun 1. items put together in 
a container or shrink-wrapped for selling 
items sold in packs of 200 items sold 
in boxes containing 200 items 2. a folder 
containing documents about something E 
verb to put things into a container for sell- 
ing or sending O to pack goods into car- 
tons O Your order has been packed and is 
ready for shipping. O The biscuits are 
packed in plastic wrappers. 


package /'pekid3/ noun 1. goods 
packed and wrapped for sending by mail 
O The Post Office does not accept bulky 
packages. © The goods are to be sent in 
airtight packages. 2. a box or bag in 
which goods are sold O Instructions for 
use are printed on the package. 3. a group 
of different items joined together in one 
deal 4. a different items of software sold 
together O a payroll package O The com- 
puter is sold with accounting and word- 
processing packages. O The company’s 
area of specialisation is accounts packag- 
es for small businesses. @ verb 1. o to 
package goods to wrap and pack goods in 
an attractive way 2. o to package holi- 
days to sell a holiday package including 
travel, hotels and food 

‘airlines offer special stopover rates and 

hotel packages to attract customers to cer- 

tain routes’ [Business Traveller] 

“...the remuneration package will include 

an attractive salary, profit sharing and a 

company car’ [Times] 






































‘airlines will book not only tickets but 
also hotels and car hire to provide a com- 
plete package’ [Business Traveller] 


package deal /,pzkid3 'di:l/ noun an 
agreement which deals with several dif- 
ferent items at the same time O They 
agreed a package deal which involves the 
construction of the factory, training of 
staff and purchase of the product. 


package holiday /,pekid3 'holider/, 
packaged holiday noun a holiday 
whose price includes transport and ac- 
commodation, and sometimes also meals 
O The travel company is arranging a 
package trip to the international trade 


fair. 


packaging /‘pekid31m/ noun 1. the act 
of putting things into packages 2. material 
used to protect goods which are being 
packed O bubble wrap and other packag- 
ing material O The fruit is sold in airtight 
packaging. 3. material used to wrap 
goods for display 

packer /'pækə/ noun a person who 
packs goods 

packet /'pækıt/ noun a small box of 
goods for selling O Can you get me a 
packet of cigarettes? O She bought a 
packet of biscuits. O We need two packets 
of filing cards. o item sold in packets of 
20 items are sold in boxes containing 20 
items each 


packing /'pekin/ noun 1. the act of 
putting goods into boxes and wrapping 
them for shipping O What is the cost of 
the packing? O Packing is included in the 
price. 2. material used to protect goods O 
packed in airtight packing O The fruit is 
packed in airtight packing. 

packing charges /'pekin ,tfa:d31z/ 
plural noun money charged for putting 
goods into boxes 
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packing list /‘pekin lıst/ nouna list of 
goods which have been packed, sent with 
the goods to show they have been checked 
paid /peid/ adjective 1. for which mon- 
ey has been given O The invoice is marked 
‘paid’. 2. o paid holidays holidays where 
the worker’s wages are still paid even 
though he or she is not working 3. refer- 
ring to an amount which has been settled 
O The order was sent carriage paid. 
paid bills bills which have been settled 
paid assistant /,perd ə'sıst(ə)nt/ 
noun an assistant who receives a salary 
paid-up /,peid 'ap/ adjective paid in 
full 

paid-up capital /,perd ap 'kepit(a)l/, 
paid-up share capital /,petd ap ‘fea 
,keepit(a)l/ noun an amount of money 
paid for the issued capital shares (it does 
not include called-up capital which has 
not yet been paid for) 

paid-up shares /,perd ap 'feoz/ noun 
shares which have been completely paid 
for by the shareholders 

pallet /'pzlot/ noun a flat wooden base 
on which goods can be stacked for easy 
handling by a fork-lift truck, and on 
which they remain for the whole of their 
transportation (NOTE: The US term is 
skid.) 

palletise /'pæləta1z/, palletize verb to 
put goods on pallets O palletised cartons 
palmtop /'pa:mtpp/ noun a very small 
computer which can be held in your hand 
and which usually has a character recog- 
nition screen instead of a keyboard 
pamphlet /'pæmflət/ noun a small 
booklet of advertising material or of in- 
formation 

P&L abbr profit and loss 

P&L account /,pi: ond ‘el 9,kaunt/ 
noun same as profit and loss account 
panel /'pæn(ə)l/ noun 1. a flat surface 
standing upright 2. a group of people who 
give advice on a problem O a panel of ex- 
perts 

Panel on Takeovers and Mergers 
/,peen(a)l pn ,terkouvez on 'ms:d3az/ 
noun a non-statutory body which exam- 
ines takeovers and applies the Takeover 
Code 

panic buying /'penik ,barrn/ noun a 
rush to buy something at any price be- 
cause stocks may run out 






































paper /'perpo/ noun 1. o on paper in 
theory O On paper the system is ideal, but 
we have to see it working before we will 
sign the contract. 2. a document which 
can represent money, e.g. a bill of ex- 
change or a promissory note 3. a newspa- 
per 4. shares in the form of share certifi- 
cates 


paper feed /'perpə fi:d/ noun a device 
which puts paper into a printer or photo- 
copier 
paper gain /,perps 'gem/ noun same 
as paper profit 
‘...the profits were tax-free and the inter- 
est on the loans they incurred qualified for 
income tax relief; the paper gains were 
rarely changed into spending money’ 
Lnvestors Chronicle] 
paperless office /,pertpolos 'pfis/ 
noun an office where all work is done on 
computers, which should mean that less 
paper is used (in fact, such offices usually 
use far more paper than old-fashioned of- 
fices) 


paper loss /,perpa 'los/ noun a loss 
made when an asset has fallen in value but 
has not been sold 


paper mill /‘perps mıl/ noun a factory 
where wood is made into paper 

paper millionaire /,perpo ,miljo'neo/ 
noun a person who owns shares which, if 
sold, would be worth one million pounds 
or dollars 

paper money /,peipo 'mani/ noun 
payments in paper form, e.g., cheques 
paper profit /,perpo ‘profit/ noun a 
profit on an asset which has increased in 
price but has not been sold O He is show- 
ing a paper profit of £25,000 on his in- 
vestment. Also called paper gain, unre- 
alised profit 


paperwork /'perpəws:k/ noun an of- 
fice work, especially writing memos and 
filling in forms O Exporting to Russia in- 
volves a large amount of paperwork. 


par /pa:/ adjective equal, at the same 
price o shares at par shares whose mar- 
ket price is the same as their face value 


paragraph /'peragra:f/ noun a group 
of several lines of writing which makes a 
separate section O the first paragraph of 
your letter or paragraph one of your letter 
O Please refer to the paragraph in the 
contract on ‘shipping instructions’. 
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parallel economy /,pzrolel 1 
‘konomi/ noun same as black economy 
parameter /po'ræmıtə/ noun a fixed 
limit O The budget parameters are fixed 
by the finance director. O Spending by 
each department has to fall within agreed 
parameters. 
parastatal /pærə'stert(ə)l/ nounin Af- 
rica, a large state-controlled organisation 
“...the minister did reveal that the accumu- 
lated losses of major parastatals totalled 
$0.4 billion in mid-year’ [Business 
in Africa] 
parcel delivery service /,pa:s(a)l di 
‘lrv(9)ri ,S3ivis/ noun a private company 
which delivers parcels within a specific 
area 
parcel of shares /,pa:s(a)l ov 'feəz/ 
noun a fixed number of shares which are 
sold as a group O The shares are on offer 
in parcels of 50. 
parcel post /'pa:s(a)l paust/ noun a 
mail service for sending parcels O Send 
the order by parcel post. 
parcels office /'pa:s(ə)lz ,pf1s/ noun 
an office where parcels can be handed in 
for sending by mail 
parent company /‘peoront 
“kamp(a)ni/ noun a company which 
owns more than 50% of the shares of an- 
other company 
Pareto’s Law /pa'ri:tauz lo:/, Pareto 
Effect /po'ri:tau 1,fekt/ noun the theory 
that incomes are distributed in the same 
way in all countries, whatever tax regime 
is in force, and that a small percentage of 
a total is responsible for a large propor- 
tion of value or resources. Also called 
eighty/twenty law 
COMMENT: Also called the 80/20 law, be- 
cause 80/20 is the normal ratio between 
majority and minority figures: so 20% of 
accounts produce 80% of turnover; 80% 
of GDP enriches 20% of the population, 
etc. 
pari passu /,peri 'pæsu:/ adverb a 
Latin phrase meaning ‘equally’ O The 
new shares will rank pari passu with the 
existing ones. 
Paris Club /'peris 'klab/ noun the 
Group of Ten, the major world economic 
powers working within the framework of 
the IMF (there are in fact eleven: Bel- 
gium, Canada, France, Germany, Italy, 
Japan, Netherlands, Sweden, Switzer- 
land, United Kingdom and the United 


funded. 2. 


States. It is called the ‘Paris Club’ be- 
cause its first meeting was in Paris) 
parity /'‘pzeriti/ noun the state of being 
equal o the female staff want parity 
with the men they want to have the same 
rates of pay and conditions as the men 
the pound fell to parity with the dollar 
the pound fell to a point where one pound 
equalled one dollar 
“...the draft report on changes in the inter- 
national monetary system casts doubt 
about any return to fixed exchange-rate 
parities’ [Wall Street Journal] 


parity bit /'pærıti bit/ noun an odd or 
even digit that is used to check computer 
data for errors 


Parkinson’s law /'pa:kmsonz_lo:/ 
noun a law, based on wide experience, 
that in business the amount of work in- 
creases to fill the time available for it. The 
principle is named after the book written 
in 1958 by C. Northcote Parkinson. 


part /pa:t/ noun 1. a piece or section; 
some O Part of the shipment was dam- 
aged. O Part of the workforce is on over- 
time. O Part of the expenses will be re- 
in part not completely O to 
contribute in part to the costs or to pay the 
costs in part 


part delivery /pa:t di'lrv(a)ri/ noun a 
delivery that contains only some of the 
items in an order 


part exchange /,pa:t 1ks'tfemd3/ 
noun the act of giving an old product as 
part of the payment for a new one O to 
take a car in part exchange 


partial /'pa:f(ə)l/ adjective not com- 
plete o partial loss a situation where only 
part of the insured property has been dam- 
aged or lost o he got partial compensa- 
tion for the damage to his house he was 
compensated for part of the damage 
partial payment US payment of part of a 
whole payment 

participation /pa:,tist'perf(9)n/ noun 
the act of taking part O The workers are 
demanding more participation in the 
company’s affairs. © Participation helps 
to make an employee feel part of the or- 
ganisation. 


participative /pa:'tısıpətıv/ adjective 
where both sides take part O We do not 
treat management-worker relations as a 
participative process. 
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particular /pa'tikjulo/ adjective spe- 
cial, different from others O The colour 
printer only works with a particular type 
of paper. @ noun 1. o to give full partic- 
ulars of something to list all the known 
details about something 2. o in particu- 
lar specially, as a special point O Fragile 
goods, in particular glasses, need special 
packing. 

particular average  /po,tikjulo 
'æv(ə)rıd3/ noun a situation where part 
of a shipment is lost or damaged and the 
insurance costs are borne by the owner of 
the lost goods and not shared among all 
the owners of the shipment 

particular lien /poa,trkjulo 'lixən/ 
noun a right of a person to keep posses- 
sion of another person’s property until 
debts relating to that property have been 
paid 

particulars /po'trkjuloz/ noun details 
O sheet which gives particulars of the 
items for sale O The inspector asked for 
particulars of the missing car. 


partly /'pa:tli/ adverb not completely 
partly-secured creditors creditors 
whose debts are not fully covered by the 
value of the security 

partly-paid capital /,pa:t(a)li perd 
‘keepit(a)l/ noun a capital which repre- 
sents partly-paid shares 

partly-paid up shares /,pa:t(a)li 
perd ap 'feəz/, partly-paid shares 
/,paxt(a)li perd 'feaz/ plural noun shares 
where the shareholders have not paid the 
full face value 


partner /'pa:tnə/ noun a person who 
works in a business and has an equal share 
in it with other partners O I became a 
partner in a firm of solicitors. 


partnership /'pa:tnəf1p/ noun an un- 
registered business where two or more 
people (but not more than twenty) share 
the risks and profits according to a part- 
nership agreement O to go into partner- 
ship with someone O to join with someone 
to form a partnership o to offer someone 
a partnership, to take someone into 
partnership with you to have a working 
business and bring someone in to share it 
with you o to dissolve a partnership to 
bring a partnership to an end 


part order /,pa:t 'o:da/ noun same as 
part delivery 






























































part-owner /,pa:t 'suno/ noun a per- 
son who owns something jointly with one 
or more other people O I am part-owner 
of the restaurant. 

part-ownership /,pa:t 'əunəfip/ 
noun a situation where two or more per- 
sons own the same property 

part payment /,pa:t 'permont/ noun 
the paying of part of a whole payment O I 
gave him £250 as part payment for the 
car. 


part shipment /,pa:t 'fipmont/ noun 
same as part delivery 

part-time /,pa:t 'tarm/ adjective, ad- 
verb not working for the whole working 
week O a part-time employee O It is a 
part-time job that O We are looking for 
part-time staff to work our computers. O 
She only works part-time as she has small 
children to look after. 


part-timer /,pa:t 'tarma/ noun a per- 
son who works part-time 
part-time work /,pa:t taim 'wa:k/, 
part-time employment /,pa:t tarm ım 
‘plormont/ noun work for part of a work- 
ing week (officially, between 8 and 16 
hours per week) O He is trying to find 
part-time work when the children are in 
school. 
party /'pa:ti/ noun a person or organisa- 
tion involved in a legal dispute or legal 
agreement O How many parties are there 
to the contract? O The company is not a 
party to the agreement. 
par value /pa: 'vzlju:/ noun same as 
face value 
pass /pa:s/ noun 1. a permit to allow 
someone to go into a building O You need 
a pass to enter the ministry offices. O All 
members of staff must show a pass. 2. a 
permit to allow someone to travel m verb 
1. o to pass a dividend to pay no divi- 
dend in a certain year 2. to approve some- 
thing O The finance director has to pass 
an invoice before it is sent out. O The loan 
has been passed by the board. 0 to pass a 
resolution to vote to agree to a resolution 
O The meeting passed a proposal that sal- 
aries should be frozen. 3. to be successful 
in an examination or test O He passed his 
typing test. O She has passed all her ex- 
ams and now is a qualified accountant. 
pass off phrasal verb o to pass some- 
thing off as something else to pretend 
that something is another thing in order 
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to cheat a customer O She tried to pass 
off the wine as French, when in fact it 
came from outside the EU. 


passbook /'pa:sbuk/ noun same as 
bank book 
“...instead of customers having transac- 
tions recorded in their passbooks, they will 
present plastic cards and have the transac- 
tions printed out on a receipt’ [Australian 
Financial Review] 


passenger ferry /'pæsındzə feri/ 
noun a ferry which only carries passen- 
gers 


passenger manifest /,pzsind3zo 
'mænıfest/ noun a list of passengers on a 
ship or plane 

passenger terminal /'pæsındzə 
,t3:min(9)I/ noun an air terminal for peo- 
ple going on planes, not for cargo 
passenger train /'pxsind3o trern/ 
noun a train which carries passengers but 
not freight 

passport /'pa:spo:t/ noun an official 
document proving that you are a citizen of 
a country, which you have to show when 
you travel from one country to another O 
We had to show our passports at the cus- 
toms post. O His passport is out of date. O 
The passport officer stamped my pass- 
port. 


password /'pa:sw3:d/ noun a word or 
character which identifies a user and al- 
lows them access to a computer system 


patent /‘peitont, 'pzetont/ noun an of- 
ficial document showing that a person has 
the exclusive right to make and sell an in- 
vention O to take out a patent for a new 
type of light bulb O to apply for a patent 
for a new invention o to forfeit a patent 
to lose a patent because payments have 
not been made o to infringe a patent to 
make and sell a product which works in 
the same way as a patented product and 
not pay a royalty for it o to file a patent 
application to apply for a patent m verb 
to patent an invention to register an in- 
vention with the patent office to prevent 
other people from copying it 


patent agent /'pertənt ,erdzant/ noun 
a person who advises on patents and ap- 
plies for patents on behalf of clients 


patented /'peitontid, 'pætəntıd/ ad- 
jective which is protected by a patent 


















































patent medicine /,pertont 
‘med(9)sm/ noun a medicine which is 
registered as a patent 

patent office /'pertənt ,vfis/ noun a 
government office which grants patents 
and supervises them 

patent pending /,pertont ‘pendin/ 
nouna situation where an invention is put 
on the market before a patent is granted 


patent rights /'pertənt rarts/ plural 
noun the rights which an inventor holds 
because of a patent 


paternity leave /pa'ts:niti lisv/ noun 
a short period of leave given to a father to 
be away from work when his partner has 
a baby 

pathfinder prospectus 
/‘pa:Ofaindo pra,spektas/ noun a pre- 
liminary prospectus about a company 
which is going to be launched on the 
Stock Exchange, sent to potential major 
investors before the issue date, giving de- 
tails of the company’s background, but 
not giving the price at which shares will 
be sold 

patron /'peitron/ noun a regular cus- 
tomer, e.g. of a hotel, restaurant, etc. O 
The car park is for the use of hotel patrons 
only. 

patronise /'pztronaiz/, patronize 
verb to be a regular customer O J stopped 
patronising that restaurant when their 
prices went up. 


pattern /'pæt(ə)n/ noun the general 
way in which something usually happens 
O The pattern of sales or The sales pat- 
tern is quite different this year. 


pattern book /'pzt(9)n buk/ noun a 
book showing examples of design 


pattern of trade /,pzxt(a)n ov 'trerd/ 
noun a general way in which trade is car- 
ried on O The company’s trading pattern 
shows high export sales in the first quar- 
ter and high home sales in the third quar- 
ter. 


pawn /po:n/ noun o to put something 
in pawn to leave a valuable object with 
someone in exchange for a loan which has 
to be repaid if you want to take back the 
object o to take something out of pawn 
to repay the loan and so get back the ob- 
ject which has been pawned m verb o to 
pawn a watch to leave a watch with a 
pawnbroker who gives a loan against it 
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pawnbroker /'po:inbrauka/ noun a 
person who lends money against the secu- 
rity of valuable objects 

pawnshop /'po:nfop/ noun a pawn- 
broker’s shop 

pawn ticket /'po:n ,tikit/ noun a re- 
ceipt given by the pawnbroker for an ob- 
ject left in pawn 


Pay /pe1/ noun a salary or wages, money 
given to someone for regular work o hol- 
iday with pay a holiday which an em- 
ployee can take by contract and for which 
he or she is paid E verb 1. to give money 
to buy an item or a service O to pay 
£1,000 for a car O How much did you pay 
to have the office cleaned? (NOTE: paying 
— paid) o to pay in advance to pay be- 
fore you receive the item bought or before 
the service has been completed O We had 
to pay in advance to have the new tele- 
phone system installed. o to pay in in- 
stalments to pay for an item by giving 
small amounts regularly O We are buying 
the van by paying instalments of £500 a 
month. o to pay cash to pay the complete 
sum in cash o to pay by cheque to pay by 
giving a cheque, not by using cash or 
credit card o to pay by credit card to pay 
using a credit card, not a cheque or cash 2. 
to produce or distribute money (NOTE: 
paying — paid) o to pay a dividend to 
give shareholders a part of the profits of a 
company O These shares pay a dividend 
of 1.5p. o to pay interest to give money 
as interest on money borrowed or invested 
O Some building societies pay interest of 
5%. 3. to give an employee money for 
work done O The workforce has not been 
paid for three weeks. O We pay good wag- 
es for skilled workers. O How much do 
they pay you per hour? (NOTE: paying — 
paid) o to be paid by the hour to get 
money for each hour worked o to be paid 
at piecework rates to get money for each 
piece of work finished 4. to give money 
which is owed or which has to be paid O 
He was late paying the bill. O We phoned 
to ask when they were going to pay the in- 
voice. O You will have to pay duty on 
these imports. O She pays tax at the high- 
est rate. (NOTE: paying — paid) o to pay 
on demand to pay money when it is 
asked for, not after a period of credit 
please pay the sum of £10 please give 
£10 in cash or by cheque 5. o to pay a 
cheque into an account to deposit mon- 



























































































































































ey in the form of a cheque (NOTE: paying 
— paid) 
‘recession encourages communication 
not because it makes redundancies easier, 
but because it makes low or zero pay in- 
creases easier to accept’ [Economist] 
“...the yield figure means that if you buy 
the shares at their current price you will be 
getting 5% before tax on your money if the 
company pays the same dividend as in its 
last financial year’ [Investors Chronicle] 
pay back phrasal verb to give money 
back to someone O Banks are warning 
students not to take out loans which they 
cannot pay back. O I lent him £50 and 
he promised to pay me back in a month. 
O She has never paid me back the money 
she borrowed. 
pay down phrasal verb o to pay mon- 
ey down to make a deposit O They paid 
£50 down and the rest in monthly instal- 
ments. 
pay off phrasal verb 1. to finish paying 
money which is owed for something O 
He won the lottery and paid off his 
mortgage. O She is trying to pay off the 
loan by monthly instalments. 2. to ter- 
minate somebody’s employment and 
pay all wages that are due O When the 
company was taken over the factory was 
closed and all the employees were paid 
off: 
pay out phrasal verb to give money O 
The company pays out thousands of 
pounds in legal fees. O We have paid out 
half our profits in dividends. 
pay up phrasal verb to give money 
which is owed O The company only paid 
up when we sent them a letter from our 
solicitor. O She finally paid up six 
months late. 
payable /'petab(a)I/ adjective due to be 
paid o payable in advance which has to 
be paid before the goods are delivered 
payable on delivery which has to be paid 
when the goods are delivered o payable 
at sixty days which has to be paid by six- 
ty days after the date on the invoice 
cheque made payable to bearer a 
cheque which will be paid to the person 
who has it, not to any particular name 
written on it o shares payable on appli- 
cation shares which must be paid for 
when you apply to buy them o electricity 
charges are payable by the tenant the 
tenant (and not the landlord) must pay for 
the electricity 
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pay as you earn /pel əz ju 3:n/ noun 
a tax system, where income tax is deduct- 
ed from the salary before it is paid to the 
worker. Abbreviation PAYE (NOTE: The 
US term is pay-as-you-go.) 
pay-as-you-go /per əz ju: 'gəu/ 
noun 1. US same as pay as you earn 2. 
a payment system where the purchaser 
pays in small instalments as he or she uses 
the service 

payback /'perbæk/ noun the act of pay- 
ing back money which has been borrowed 
payback clause /'petbek klo:z/ 
noun a clause in a contract which states 
the terms for repaying a loan 

payback period /‘petbek ,prəriəd/ 
noun a period of time over which a loan is 
to be repaid or an investment is to pay for 
itself 

pay comparability /'pe1ı komp(ə)rə 
,biliti/ noun a similar pay system in two 
different companies 

pay day /'pe1 de1/ noun a day on which 
wages are paid to employees, usually Fri- 
day for employees paid once a week and 
during the last week of the month for em- 
ployees who are paid once a month 

pay desk /'pe1 desk/ noun a place in a 
store where you pay for goods bought 
pay differentials /'per difo,renfalz/ 
plural noun the difference in salary be- 
tween employees in similar types of jobs. 
Also called salary differentials, wage 
differentials 

paydown /'peidaun/ noun a repayment 
of part of a sum which has been borrowed 
PAYE abbr pay as you earn 

payee /per'i:/ noun a person who re- 
ceives money from someone, or the per- 
son whose name is on a cheque 

payer /'perə/ noun a person who gives 
money to someone 

pay hike /‘per hatk/ noun an increase in 
salary 

paying /'pery/ adjective 1. making a 
profit O It is a paying business. o it is not 
a paying proposition it is not a business 
which is going to make a profit 2. produc- 
ing money, source of money m noun the 
act of giving money 

paying-in book /,perrn 'm buk/ noun 
a book of forms for paying money into a 
bank account or a building society ac- 
count 














paying-in slip /,per 'in slip/ noun a 
printed form which is filled in when mon- 
ey is being deposited in a bank 

pay levels /'per lev(a)lz/ plural noun 
rates of pay for different types of work. 
Also called wage levels 


payload /'perləud/ noun the cargo or 
passengers carried by a ship, train or 
plane for which payment is made 


payment /'permont/ noun 1. the act of 
giving money in exchange for goods or a 
service O We always ask for payment in 
cash or cash payment and not payment by 
cheque. O The payment of interest or the 
interest payment should be made on the 
22nd of each month. 0 payment on ac- 
count paying part of the money owed 
payment on invoice paying money as 
soon as an invoice is received o payment 
in kind paying by giving goods or food, 
but not money o payment by results 
money given which increases with the 
amount of work done or goods produced 
2. money paid o repayable in easy pay- 
ments repayable with small sums regular- 
ly 

payment gateway /'permənt 
geitwei/ noun software that processes 
online credit-card payments. It gets au- 
thorisation for the payment from the cred- 
it-card company and transfers money into 
the retailer’s bank account. 


payment in full /,pemmont ın 'ful/ 
noun payment of all the money owed 


pay negotiations /‘per nigsufi 
\elf(a)nz/, pay talks /'per to:ks/ plural 
noun discussions between management 
and employees about pay increases 
payoff /'perof/ noun 1. money paid to 
finish paying something which is owed, 
such as money paid to an employee when 
his or her employment is terminated 2. a 
profit or reward O One of the payoffs of a 
university degree is increased earning 
power. 
“...the finance director of the group is to 
receive a payoff of about £300,000 after 
deciding to leave the company and pursue 
other business opportunities’ [Times] 


payout /'peravut/ noun 1. money paid to 
help a company or person in difficulties, a 
subsidy O The company only exists on 
payouts from the government. 2. money 
paid to help someone in difficulties 
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“...after a period of recession followed by 
a rapid boost in incomes, many tax payers 
embarked upon some tax planning to min- 
imize their payouts’ [Australian Financial 
Review] 
pay package /'per ,pekid3/ noun the 
salary and other benefits offered with a 
job O The job carries an attractive pay 
package. 
pay packet /'per pekit/ noun an en- 
velope containing the pay slip and the 
cash pay 
pay parity /‘per ,periti/ noun earning 
the same pay for the same job (NOTE: also 
called wage parity) 
pay-per-click /,per pe 'klık/ noun 
same as pay-per-view 
pay-per-view /,per po 'vju:/ noun a 
website where the user has to pay to see 
digital information, e.g., an e-book or e- 
magazine. Also called pay-per-click 
pay phone /'per faun/ noun a public 
telephone which works if you put coins 
into it 
pay restraint /'perr1,stremt/ nounthe 
process of keeping increases in wages un- 
der control 
pay review /'pei ri,vju:/ noun an occa- 
sion when an employee’s salary is consid- 
ered and usually increased O I’m soon due 
for a pay review and hope to get a rise. 
pay rise /'pei rarz/ noun an increase in 
pay 
payroll /'perrəul/ noun 1. the list of 
people employed and paid by a company 
O The company has 250 on the payroll. 2. 
the money paid by a company in salaries 
O The office has a weekly payroll of 
£10,000. 
payroll clerk /'petraul kla:k/ noun a 
person employed to administer the pay- 
ment of employees. Also called wages 
clerk 
payroll deduction /,peiroul dr 
‘dakJ(a)n/ noun US money taken from 
an employee’s gross pay for taxes, social 
security and pension contributions 
payroll ledger /‘petraul ,led3a/ noun 
a list of staff and their salaries 
payroll tax /'peiroul teks/ noun a tax 
on the people employed by a company 
pay round /'per raund/ noun an annual 
series of wage bargaining negotiations in 
various industries 


pay scale /'per skerl/ noun a hierarchy 
of wage levels, typically varying accord- 
ing to job title, salary or length of service. 
Also called salary scale, wage scale 
pay slip /'per slrp/, pay statement 
/‘pe1 ,stertmont/ noun a piece of paper 
showing the full amount of an employee’s 
pay, and the money deducted as tax, pen- 
sion and National Insurance contributions 
pay threshold /'per ,OreShauld/ noun 
a point at which pay increases because of 
a threshold agreement 

pe abbr per cent 

PC abbr personal computer 

PCB abbr petty cash book 

PDF / pi: di: 'ef/ noun a format for elec- 
tronic documents that enables all their 
original features, including page layout, 
text, photographs and colours, to be 
viewed on different computers or sys- 
tems. Full form portable document for- 
mat 

P/E abbr price/earnings 

peak /pi:k/ noun the highest point O The 
shares reached their peak in January. O 
The share index has fallen 10% since the 
peak in January. O Withdrawals from 
bank accounts reached a peak in the week 
before Christmas. O He has reached the 
peak of his career. ™ verb to reach the 
highest point O Productivity peaked in 
January. O Shares have peaked and are 
beginning to slip back. O He peaked early 
and never achieved his ambition of be- 
coming managing director. O Demand 
peaks in August, after which sales usually 
decline. 

peak output /,pitk 'autput/ noun the 
highest output 

peak period /'pi:k ,proriad/ noun the 
time of the day when something is at its 
highest point, e.g. when most commuters 
are travelling or when most electricity is 
being used 

peak year /,pi:k 'j1ə/ noun the year 
when the largest quantity of products was 
produced or when sales were highest 
pecuniary /pi'kju:niori/ adjective re- 
ferring to money o he gained no pecuni- 
ary advantage he made no profit 
peddle /'ped(a)l/ verb to sell goods 
from door to door or in the street 
pedestrian precinct /po,destrion 
‘pri:sijkt/ noun the part of a town which 
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is closed to traffic so that people can walk 
about and shop 

peg /peg/ verb to maintain or fix some- 
thing at a specific level o to peg prices to 
fix prices to stop them rising o to peg 
wage increases to the cost-of-living in- 
dex to limit increases in wages to the in- 
creases in the cost-of-living index 
penalise /'pi:nolaiz/, penalize verb to 
punish or fine someone O to penalise a 
supplier for late deliveries O They were 
penalised for bad time-keeping. 

penalty /'pen(ə)lti/ noun a punishment, 
often a fine, which is imposed if some- 
thing is not done or is done incorrectly or 
illegally 

penalty clause /'pen(ə)lti klo:z/ 
noun a clause which lists the penalties 
which will be imposed if the terms of the 
contract are not fulfilled O The contract 
contains a penalty clause which fines the 
company 1% for every week the comple- 
tion date is late. 

pence /pens/ plural noun» penny 
pending /'pendin/ adjective waiting m 
preposition o pending advice from our 
lawyers while waiting for advice from 
our lawyers 

pending tray /'pendıņ tre1/ noun a 
basket on a desk for papers which cannot 
be dealt with immediately 

penetrate /'penitreit/ verb o to pene- 
trate a market to get into a market and 
capture a share of it 

penetration /,pent'tre1f(a)n/ noun 1. 
the percentage of a target market that ac- 
cepts a product 2. the percentage of a tar- 
get audience reached by an advertisement 
penny /'peni/ noun 1. a small coin, of 
which one hundred make a pound (NOTE: 
Written p after a figure: 26p. The plural 
is pence.) 2. US a small coin, one cent 
(informal) (NOTE: The plural in US Eng- 
lish is pennies. In UK English, say ‘pee’ 
for the coin, and ‘pee’ or ‘pence’ for the 
amount: a five ‘pee’ coin; it costs ten 
‘pee’ or ten ‘pence’. In US English, say 
‘pennies’ for coins and ‘cents’ for the 
amount.) 

penny share /'peni 'feə/ noun a very 
cheap share, costing about 10p or less 
than $1 (NOTE: The US term is penny 
stock.) 


COMMENT: These shares can be consid- 
ered as a good speculation, since buying 












































even large numbers of them does not in- 
volve a large amount of money, and the 
share price of some companies can rise 
dramatically; the price can of course fall, 
but in the case of penny shares, the loss 
is not likely to be as much as with shares 
with a higher market value. 
pension /'penfon/ noun money paid 
regularly to someone who no longer 
works m verb o to pension someone off 
to ask someone to retire and take a pen- 
sion 
pensionable /'penfanab(e)l/ adjec- 
tive able to receive a pension 
pensionable age /,penfanoab(o)l 
‘e1d3/ noun an age after which someone 
can stop working and take a pension 
pension contributions /'penfən 
kontri,bju:f(9)nz/ plural noun money 
paid by a company or employee into a 
pension fund 
pension entitlement /'penfən in 
,tart(a)lmont/ noun the amount of pen- 
sion which someone has the right to re- 
ceive when he or she retires 
pensioner /'penfano/ noun a person 
who receives a pension 
pension fund /'penfən fand/ noun a 
large sum of money made up of contribu- 
tions from employees and their employer 
which provides pensions for retired em- 
ployees 
pension plan /'penfon plen/, pen- 
sion scheme /'penfon ski:m/ noun a 
plan worked out by an insurance company 
which arranges for employees to pay part 
of their salary over many years and re- 
ceive a regular payment when they retire 
people skills /‘pi:p(o)l skilz/ plural 
noun the techniques used in forming rela- 
tionships and dealing with other people O 
Good people skills are essential for any- 
one working in customer service. 
peppercorn rent /,pepoko:n 'rent/ 
noun a very small or nominal rent O to 
lease a property for or at a peppercorn 
rent O The charity pays only a peppercorn 
rent. 
per /p3:, po/ preposition 1. 
voice as stated in the invoice o as per 
sample as shown in the sample o as per 
previous order according to the details 
given in our previous order 2. for each 
we pay £10 per hour we pay £10 for each 
hour worked o the car was travelling at 
twenty-five miles per hour at a speed 
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which covered 25 miles in one hour o the 
earnings per share the dividend received 
for each share o the average sales per 
representative the average sales 
achieved by one representative 3. out of O 
The rate of imperfect items is about twen- 
ty-five per thousand. O The birth rate has 
fallen to twelve per hundred. 
“...a 100,000 square-foot warehouse gen- 
erates $600 in sales per square foot of 
space’ [Duns Business Month] 
PER abbr price/earnings ratio 
per annum /por 'zenom/ adverb in a 
year O What is their turnover per annum? 
O What is his total income per annum? O 
She earns over £100,000 per annum. 
P/E ratio / pi: 'i: ,rerfiəu/ noun same as 
price/earnings ratio 
per capita /po 'kæpıtə/ adjective, ad- 
verb for each person 
per-capita expenditure /po ,kepito 
1k'spenditfa/ noun the total money 
spent divided by the number of people in- 
volved 
per capita income /po ,kzpito 
‘inkam/ noun the average income of one 
person. Also called income per capita, 
income per head 
per cent /po 'sent/ adjective, adverb 
out of each hundred, or for each hundred 
10 per cent ten in every hundred O 
What is the increase per cent? O Fifty per 
cent of nothing is still nothing. 
“...this would represent an 18 per cent 
growth rate — a slight slackening of the 25 
per cent turnover rise in the first half 
[Financial Times] 
‘...buildings are depreciated at two per 
cent per annum on the estimated cost of 
construction’ [Hongkong Standard] 
percentage /po'sentid3/ noun an 
amount shown as part of one hundred 
“...state-owned banks cut their prime rates 
a percentage point to 11%’ [Wall Street 
Journal] 
“...a good percentage of the excess stock 
was taken up during the last quarter’ 
[Australian Financial Review] 
“...the Federal Reserve Board, signalling 
its concern about the weakening American 
economy, cut the discount rate by one-half 
percentage point to 6.5%’ [Wall Street 
Journal] 
percentage discount /po,sentid3 
dis'kaunt/ noun a discount calculated at 
an amount per hundred 



































percentage increase /po,sentid3 
'ınkri:s/ noun an increase calculated on 
the basis of a rate for one hundred 
percentile /po'sentarl/ noun one of a 
series of ninety-nine figures below which 
a percentage of the total falls 

per contra /,ps: 'kontra/ noun words 
showing that a contra entry has been 
made 

perfect adjective /'ps:ftkt/ completely 
correct with no mistakes O We check each 
batch to make sure it is perfect. O She did 
a perfect keyboarding test. ™ verb /pə 
‘fekt/ to develop or improve something 
until it is as good as it can be O They per- 


fected the process for making high-grade 


steel. 


perfect competition /,ps:fıkt 
kpmpo'tif(a)n/ noun (in economic the- 
ory) the ideal market, where all products 
are equal in price and all customers are 
provided with all information about the 
products. Also called atomistic compe- 
tition 
perform /ps'fo:m/ verb to do well or 
badly o how did the shares perform? 
did the shares go up or down? o the com- 
pany, the shares performed badly the 
company’s share price fell 
performance /po'fo:mons/ noun 1. 
the way in which someone or something 
acts O Last year saw a dip in the compa- 
ny’s performance. o the poor perform- 
ance of the shares on the stock market 
the fall in the share price on the stock 
market o performance of staff against 
objectives how staff have worked, meas- 
ured against the objectives set 2. the way 
in which a share increases in value 
“...1nflation-adjusted GNP edged up at a 
1.3% annual rate, its worst performance 
since the economic expansion began’ 
[Fortune] 
performance evaluation /pə 
‘formons Iveelju,erf(a)n/ noun an exam- 
ination of how well an employee is doing 
his or her job 
performance fund /pə'fo:məns 
fand/ noun an investment fund designed 
to produce a high return, reflected in the 
higher risk involved 
performance management /pə 
formons 'mænıdzmənt/ noun manage- 
ment that specialises in finding ways to 
enable people to carry out their work to 
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the best of their ability, and to reach and if 
possible exceed performance targets and 
standards. Successful performance man- 
agement usually relies on the establish- 
ment of a culture of collective and indi- 
vidual responsibility for the continuing 
improvement of business processes, and 
on encouraging individuals to develop 
their own skills. 


performance measurement /po 
'foiməns ,mezəmənt/ noun a way of 
calculating how something or someone (a 
share or a person) has performed 


performance rating /pa'fo:mons 
\reitin/ noun a judgement of how well a 
share or a company has performed 


performance-related pay /pə 
‘formons per, performance pay /pə 
‘formons ri,le1tid pe1/ noun pay which 
is linked to the employee’s performance 
of their duties. Abbreviation PRP 


performance review /ps'fo:mons ri 
,vjui/ noun a yearly interview between a 
manager and each employee to discuss 
how the employee has worked during the 
year 

per head /pə 'hed/ adverb for each per- 
son O Allow £15 per head for expenses. O 
Representatives cost on average £50,000 
per head per annum. 


per hour /,por 'auə/ adverb for each 
hour O The rate is £5 per hour. O He 
makes about £250 per month. 


period /'prəriəd/ noun a length of time 
O for a period of time or for a period of 
months or for a six-year period O sales 
over a period of three months O sales over 
the holiday period O to deposit money for 
a fixed period 

periodic § /,prori'pdrk/, periodical 
/\ptori'pdik(a)l/_ adjective happening 
from time to time O a periodic review of 
the company’s performance 


periodical /,ptori'pdik(9)l/ noun a 
magazine which comes out regularly, 
usually once a month or once a week 


period of notice /,prəriəd ov 'noutis/ 
noun a time stated in the contract of em- 
ployment which the worker or company 
has to allow between resigning or being 
fired and the worker actually leaving his 
job O we require three months’ notice O 
he gave six months’ notice O We gave him 
three months’ wages in lieu of notice. 


period of qualification /,proriod ov 
kwolifi'kerf(a)n/ noun the time which 
has to pass before someone qualifies for 
something 

period of validity /,proriod ov vo 
‘liditi/ noun the length of time for which 
a document is valid 


peripherals /pa'rif(a)ralz/ plural noun 
items of hardware (such as terminals, 
printers, monitors, etc.) which are at- 
tached to a main computer system 
perishables /'perıfəb(ə)lz/ plural 
noun goods which can go bad easily 
“...the survey, which covered 7,376 super- 
markets run by 119 companies, found that 
sales of food at the stores dropped by 
2.9%. That decline, also the largest on 
record, was due to increasing price aware- 
ness among customers and the lower price 
of perishables’ [Nikkei Weekly] 
perjure /'p3:d30/ verb n to perjure 
yourself to tell lies when you have made 
an oath to say what is true 
perjury /‘ps:dgari/ noun an act of tell- 
ing lies when you have made an oath in 
court to say what is true O He was sent to 
prison for perjury. O She appeared in 
court on a perjury charge. 
perk /p3:k/ noun an extra item given by 
a company to employees in addition to 
their salaries, e.g. company cars or private 
health insurance (informal) O She earns a 
good salary and in addition has all sorts 
of perks. 
permanency /'ps:mononsi/ noun the 
fact of being permanent O There is a lack 
of permanency about the company. 
permanent /'ps:monont/ adjective 
which will last for a long time or for ever 
O the permanent staff and part-timers O 
She has found a permanent job. O She is 
in permanent employment. 
permanently /‘ps:monontli/ adverb 
always or for ever O The company is per- 
manently in debt. 
permission /pa'm1f(9)n/ noun the ac- 
tivity of allowing something to happen 
to give someone permission to do some- 
thing to allow someone to do something 
permission marketing /po'm1J(9)n 
,ma:kıtıy/ noun any form of online di- 
rect marketing that requires the seller to 
get permission from each recipient, usual- 
ly through an opt-in, before sending him 
or her any promotional material 
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permit noun /‘ps:mit/ an official docu- 
ment which allows someone to do some- 
thing m verb /po'mit/ to allow someone 
to do something O This document permits 
you to export twenty-five computer sys- 
tems. O The ticket permits three people to 
go into the exhibition. O Will we be per- 
mitted to use her name in the advertising 
copy? O Smoking is not permitted in the 
design studio. (NOTE: permitting — per- 
mitted) 

perpetual inventory system /ps: 
,petjuol 'ınventəri ,sıstəm/ noun a 
stock control system by which the stock is 
continually counted as it moves into and 
out of the warehouse, so avoiding having 
to close the warehouse for annual stock 
checks. Abbreviation PIS 


per pro abbr per procurationem O The 
secretary signed per pro the manager. 
per procurationem /po ,prokjuræsı 
‘gunom/ preposition ‘a Latin phrase 
meaning ‘on behalf of’ or ‘acting as the 
representative of” 

perquisite /'ps:kwızıt/ noun same as 
perk 

per se / p3: 'ser/ adverb by itself or in 
itself 

personal /'psis(ə)n(ə)l/ adjective 1. 
referring to one person o apart from the 
family shares, she has a personal share- 
holding in the company apart from 
shares belonging to her family as a group, 
she has shares which she owns herself 
the car is for his personal use the car is 
for him to use himself 2. private O The en- 
velope was marked ‘Personal’. O I want 
to see the director on a personal matter. 
personal allowance /,p3:s(a)n(9)l ə 
‘lavons/ noun a part of a person’s income 
which is not taxed 

personal assets /,psis(ə)n(ə)l 
'æsets/ plural noun moveable assets 
which belong to a person 

personal assistant /,p3:s(9)n(0)l ə 
'sıstənt/ noun a person who performs 
various secretarial and administrative 
tasks for someone in authority such as a 
director 

personal call /'ps:s(9)n(a)1 ko:1/ noun 
1. a telephone call where you ask the op- 
erator to connect you with a particular 
person 2. a telephone call not related to 
business O Staff are not allowed to make 
personal calls during office hours. 


























personal computer /,p3:s(e)n(a)l 
kom'pjurta/ noun a small computer 
which can be used by one person in the 
home or office. Abbreviation PC 


personal effects /,p3:s(9)n(o)l 1 
‘fekts/ plural noun things which belong 
to someone 


Personal Identification Number 
/,p3:s(a)n(a)l ar,dentif1'kerf(a)n 
»nAmbo/ noun a unique number allocated 
to the holder of a cash card or credit card, 
by which he or she can enter an automatic 
banking system, as e.g., to withdraw cash 
from a cash machine or to pay in a store. 
Abbreviation PIN 

personal income /,p3:s(ə)n(ə)l 
‘inkam/ noun the income received by an 
individual person before tax is paid 
Personal Investment Authority 
/,p3is(a)nol_ in,vestmont  o:'Oproti/ 
noun a self-regulatory body which regu- 
lates the activities of financial advisers, 
insurance brokers and others who give fi- 
nancial advice or arrange financial servic- 
es for small clients. Abbreviation PIA 
personalisation /,p3is(a)nolar 
'ze1f(a)n/, personalization noun the 
process by which a website presents cus- 
tomers with information that is selected 
and adapted to meet their specific needs 
personalised /'p3:s(9)nolaizd/, per- 
sonalized adjective with the name or in- 
itials of a person printed on it O She has a 
personalised briefcase. 


personal letter /,p3:s(a)n(a)l 'letə/ 
noun a letter which deals with personal 
matters (NOTE: also called private letter) 
personally /'ps:s(ə)n(ə)li/ adverb in 
person O He personally opened the enve- 
lope. O She wrote to me personally. 
personal organizer /,p3:s(s)n(o0)l 
'orgənarzə/ noun a very small pocket 
computer in which you can enter details 
of names, addresses, telephone numbers, 
appointments, meetings, etc. 


personal pension plan 
/,p3:s(a)n(a)l_ 'penfon plen/ noun a 
pension plan which applies to one em- 
ployee only, usually a self-employed per- 
son, not to a group. Abbreviation PPP 
personal property /,p3:s(e)n(a)l 
‘prppoti/ noun things which belong to a 
person O The fire caused considerable 
damage to personal property. 
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personnel /,p3:sa'nel/ noun all the 
people who work for an organisation or at 
a particular location O The personnel of 
the warehouse or the warehouse person- 
nel have changed their shift system. O The 
company is famous for the way it looks af- 
ter its personnel. (NOTE: now replaced in 
some cases by human resources) 


personnel department /,p3:so'nel 
di,pa:tmont/ noun same as human re- 
sources department 


personnel management /,p3:so,nel 
‘meenid3mont/ noun organizing and 
training of staff so that they work well and 
profitably 

personnel manager /,p3:so'nel 
smzenid30/ noun same as human re- 
sources manager 


personnel officer /,ps:so'nel ,vf1so/ 
noun same as human resources officer 


person-to-person call /,p3:s(a)n tə 
‘psis(a)n kox/ noun a telephone call 
where you ask the operator to connect you 
with a named person 


persuade /pa'sweid/ verb to talk to 
someone and get them to do what you 
want O We could not persuade the French 
company to sign the contract. 


peseta /pə'sertə/ noun a unit of curren- 
cy used before the euro in Spain (NOTE: 
Usually written ptas after a figure: 
2,000ptas.) 


peso /'peisau/ noun a unit of currency 
used in Mexico and many other countries 
such as Argentina, Bolivia, Chile, Colom- 
bia, Cuba, the Dominican Republic, the 
Philippines and Uruguay 
peter out phrasal verb to come to an 
end gradually 
“...economists believe the economy is 
picking up this quarter and will do better in 
the second half of the year, but most ex- 
pect growth to peter out next year’ 
[Sunday Times] 
Peter principle /'pi:xtə ,primsrp(o)l/ 
noun a law, based on wide experience, 
that people are promoted until they occu- 
py positions for which they are incompe- 
tent 
petition /pa't1J(9)n/ noun an official re- 
quest m verb to make an official request O 
He petitioned the government for a spe- 
cial pension. 


petrocurrency /‘petroukaronsi/ 
noun a foreign currency which is earned 
by exporting oil 
petrodollar /'‘petraudpla/ noun a dol- 
lar earned by a country from exporting 
oil, then invested outside that country 
petrol /'petral/ noun a liquid, made 
from petroleum, used to drive a car engine 
O The car is very economic on petrol. O 
We are looking for a car with a low petrol 
consumption. (NOTE: The US term is 
gasoline.) 
petroleum /pa'travliom/ noun raw 
natural oil, found in the ground 
petroleum-exporting countries 
/po,travliom ,ekspo:tin 'kantriz/ noun 
countries which produce petroleum and 
sell it to others 
petroleum industry /po'trovliom 
Indastri/ noun an industry which uses 
petroleum to make other products such as 
petrol or soap 
petroleum products /po,travliom 
‘prodakts/ plural noun products such as 
petrol, soap and paint which are made 
from crude petroleum 
petroleum revenues /po'travliom 
revonju:z/ plural noun income from 
selling oil 
petty cash /,peti 'kæf/ noun a small 
amount of money kept in an office to pay 
small debts. Abbreviation P/C 
petty cash book /peti 'kef ,buk/ 
noun a book in which petty cash pay- 
ments are noted. Abbreviation PCB 
petty cash box /,peti 'kæf boks/ 
noun a locked metal box in an office 
where the petty cash is kept 
petty cash voucher /,peti 'kæf 
,vautfa/ noun a piece of paper on which 
cash expenditure is noted so that an em- 
ployee can be reimbursed for what he or 
she has spent on company business 
petty expenses /,peti r1k'spensiz/ 
plural noun small sums of money spent 
phase /feiz/ noun a period or part of 
something which takes place O the first 
phase of the expansion programme 
phase in phrasal verb to bring some- 
thing in gradually O The new invoicing 
system will be phased in over the next 
two months. 
“...the budget grants a tax exemption for 
$500,000 in capital gains, phased in over 
the next six years’ [Toronto Star] 
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phase out phrasal verb to remove 
something gradually O Smith Ltd will be 
phased out as a supplier of spare parts. 
phoenix company /‘fimiks 
,kamp(9)ni/ noun a company formed by 
the directors of a company which has 
gone into receivership, which trades in 
the same way as the first company, and in 
most respects (except its name) seems to 
be exactly the same as the first company 
‘...the prosecution follows recent calls for 
a reform of insolvency legislation to pre- 
vent directors from leaving behind a trail 
of debt while continuing to trade in phoe- 
nix companies — businesses which fold 
only to rise again, often under a slightly 
different name in the hands of the same di- 
rectors and management’ [Financial 
Times] 
phoenixism /'fizntksizm/ noun a situ- 
ation where phoenix companies can easi- 
ly be set up 
phone /faun/ verb o to phone someone 
to call someone by telephone O Don’t 
phone me, lIl phone you. O His secretary 
phoned to say he would be late. O He 
phoned the order through to the ware- 
house. o to phone for something to make 
a phone call to ask for something O he 
phoned for a taxi o to phone about 
something to make a phone call to speak 
about something O He phoned about the 
January invoice. 
phone back phrasal verb to reply by 
phone © The chairman is in a meeting, 
can you phone back in about half an 
hour? O Mr Smith called while you were 
out and asked if you would phone him 
back. 


phone book /'faun buk/ noun a book 
which lists names of people or companies 
with their addresses and telephone num- 
bers 

phone call /‘faun ko:I/ noun an act of 
speaking to someone on the phone 
phone pad /'faun pzed/ noun a pad of 
paper kept by a telephone for noting mes- 
sages 

photocopier /'fautou,kppis/ noun a 
machine which makes a copy of a docu- 
ment by photographing and printing it 
photocopy /'fautsukppi/ noun a copy 
of a document made by photographing 
and printing it O Make six photocopies of 
the contract. ™ verb to make a copy of a 






































document by photographing and printing 
it O she photocopied the contract 
photocopying /‘fautoukppim/ noun 
making photocopies O Photocopying 
costs are rising each year. o there is a 
mass of photocopying to be done there 
are many documents waiting to be photo- 
copied 
photocopying bureau /,fəvtə 
ikppitn 'bjuarau/ noun an office which 
photocopies documents for companies 
which do not possess their own photocop- 
iers 
photo opportunity /'fautau 
,Dpotjurniti/ noun an arranged situation 
where a famous person can be filmed or 
photographed by journalists 
physical inventory /,fızık(ə)l 
‘Invont(a)ri/ noun an act of counting ac- 
tual items of stock 
physical retail shopping /,fızık(ə)l 
'ri:xterl ,fopin/ noun shopping that in- 
volves visiting actual shops rather than 
buying online 
physical stock /,fızık(ə)l 'stpk/ noun 
the actual items of stock held in a ware- 
house 
physical stock check /,fizik(o)l 
'stok tfek/ noun the task of counting ac- 
tual items of stock (and then checking this 
figure against stock records) 
PIA abbr Personal Investment Authority 
pick /ptk/ verb to choose © The board 
picked the finance director to succeed the 
retiring MD. O The Association has 
picked Paris for its next meeting. 
pick out phrasal verb to choose (some- 
thing or someone) out of a lot O He was 
picked out for promotion by the chair- 
man. 
pick up phrasal verb 1. to get better or 
to improve O Business or Trade is pick- 
ing up. 2. to fetch something or some- 
one in a vehicle O The company sent a 
driver to pick him up at the airport. O 
We sent a courier to pick up the packet 
and deliver it to the designer. 
picket /'prkit/ noun a striking employee 
who stands at the entrance to a place of 
work to try to persuade other employees 
not to go to work o to cross a picket line 
to go into a place to work, even though 
pickets are trying to prevent employees 
from going in m verb o to picket a facto- 
ry to stand at the entrance of a place of 
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work to try to prevent other employees 
from going to work 

picketing /'pıkıtıy/ noun the act of 
standing at the entrance of a place of work 
to try to prevent other employees going to 
work o lawful picketing picketing which 
is allowed by law o peaceful picketing 
picketing which does not involve aggres- 
sion 

picket line /‘prkit latn/ noun a line of 
pickets at the entrance of a place of work 
O to man a picket line or to be on the pick- 
et line 

picking /'‘prk1n/ noun the selecting of a 
product according to its packaging or 
place on the shelf, rather than by making 
a conscious decision to buy 

picking list /‘prkry lıst/ noun a list of 
items in an order, listed according to 
where they can be found in the warehouse 
pickup /'pikap/ noun a type of small 
van for transporting goods 

pickup and delivery service 
/,ptkap on di'liv(a)ri ,s3ivis/ noun 1. a 
service which takes goods from the ware- 
house and delivers them to the customer 
2. a service which takes something away 
for cleaning or servicing and returns it to 
the owner when finished 

picture messaging /'ptktfo 
;mesid31n/ noun the transmission of im- 
ages and photographs from one mobile 
phone to another 

piece /pi:s/ noun a small part of some- 
thing O fo sell something by the piece O 
The price is 25p the piece. 

piece rate /'pi:s rert/ noun a rate of 
pay calculated as an amount for each 
product produced or for each piece of 
work done and not as an amount for each 
hour worked O to earn piece rates 
piecework /'pi:swa:k/ noun work for 
which employees are paid in accordance 
with the number of products produced or 
pieces of work done and not at an hourly 
rate 

pieceworker /'pi:sw3:ko/ noun a per- 
son who is employed at a piece rate 

pie chart /'paı tfa:t/ noun a diagram 
where information is shown as a circle cut 
up into sections of different sizes 
pigeonhole /'‘pid3anhoul/ noun one of 
a series of small spaces for filing docu- 
ments or for putting letters for delivery to 
separate offices O I looked in my pigeon- 


























hole but there were no letters for me. M 
verb to file a plan or document as the best 
way of forgetting about it O The whole ex- 
pansion plan was pigeonholed. 


pile /pail/ noun a lot of things put one on 
top of the other O The Managing Direc- 
tor’s desk is covered with piles of paper. O 
She put the letter on the pile of letters 
waiting to be signed. @ verb to put things 
on top of one another O He piled the pa- 
pers on his desk. 
pile up phrasal verb to put or get into a 
pile O The invoices were piled up on the 
table. O Complaints are piling up about 
the after-sales service. 
pilferage /'pilfarid3/, __ pilfering 
/‘pilfarmn/ noun the stealing of small 
amounts of money or small items from an 
office or shop 


pilot /'parlot/ adjective used as a test, 
which if successful will then be expanded 
into a full operation O The company set 
up a pilot project to see if the proposed 
manufacturing system was efficient. O 
The pilot factory has been built to test the 
new production processes. O She is di- 
recting a pilot scheme for training unem- 
ployed young people. @ verb to test a 
project on a small number of people, to 
see if it will work in practice Bl noun a test 
project, undertaken to see whether some- 
thing is likely to be successful or profita- 
ble 


pilot’s case /'pailots kers/ noun a 
strong square leather case for carrying 
documents, used by salesmen to carry 
samples, order forms, etc. 


PIN /pin/ abbr Personal Identification 
Number 


pink advertising /,pmnk '‘edvatarzin/ 
noun advertising aimed specifically at the 
gay and lesbian market 


pink market /'pıyk ,ma:kıt/ noun the 
market that consists of gay and lesbian 
people 

pin money /'pm ,mani/ noun a small 
amount of money earned, used for per- 
sonal expenditure O She does some typing 
at home to earn some pin money. 

PIN number /'pm ,nambo/ same as 
Personal Identification Number 
(informal) 

pint /paint/ noun a measure of liquids (= 
0.568 of a litre) 
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pioneer /,pata'nt1a/ noun the first to do 
a type of work m verb to be the first to do 
something O The company pioneered de- 
velopments in the field of electronics. 


pioneer project / paronia 
‘prod3ekt/ noun a project or develop- 
ment which is new and has never been 
tried before 


pipeline /'parplarn/ noun a distribution 
channel from the manufacturer through 
wholesalers and retailers to the customer 
O How many different businesses are in- 
volved in the product’s pipeline? 


piracy /'patrasi/ noun the copying of 
patented inventions or copyright works 


pirate /'patrat/ noun a person who cop- 
ies a patented invention or a copyright 
work and sells it m verb to copy a copy- 
right work O a pirated book O The de- 
signs for the new dress collection were pi- 
rated in the Far East. 


pit /pit/ noun 1. a coal mine 2. the area 
of a stock exchange or of a commodities 
exchange where dealers trade 


pitch /pitf/ noun a presentation by an 
advertising agency to a potential custom- 
er 


pix /ptks/ plural noun pictures used in 
advertising or design (informal) 


place /plets/ noun 1. where something 
is or where something happens o to take 
place to happen O The meeting will take 
place in our offices. 2. a position (in a 
competition) O Three companies are 
fighting for first place in the home compu- 
ter market. 3. a job O He was offered a 
place with an insurance company. O She 
turned down three places before accept- 
ing the one we offered. 4. a position in a 
text O She marked her place in the text 
with a red pen. OI have lost my place and 
cannot remember where I have reached in 
my filing. m verb 1. to put o to place 
money in an account to deposit money in 
an account o to place a block of shares 
to find a buyer for a block of shares o to 
place a contract to decide that a certain 
company shall have the contract to do 
work o to place something on file to file 
something 2. o to place an order to order 
something O He placed an order for 250 
cartons of paper. 3. o to place staff to 
find jobs for staff o how are you placed 
for work? have you enough work to do? 


































































































placement /'pletsmant/ noun the act 
of finding work for someone O The bu- 
reau specialises in the placement of 


former executives. 


place of work /,plets əv 'ws:k/ noun 
an office, factory, etc., where people work 


placing /‘pletst/ noun the act of find- 
ing a single buyer or a group of institu- 
tional buyers for a large number of shares 
in a new company or a company that is 
going public o the placing of a line of 
shares finding a purchaser for a block of 
shares which was overhanging the market 
plain /pletn/ adjective 1. easy to under- 
stand O We made it plain to the union that 
5% was the management’s final offer. 2. 
simple O The design of the package is in 
plain blue and white squares. O We want 
the cheaper models to have a plain de- 
sign. 

plain cover /,plein 'kava/ noun o to 
send something under plain cover to 
send something in an ordinary envelope 
with no company name printed on it 
plain paper /,plein 'perpo/ noun ordi- 
nary white paper 

plain paper copier /,plemn ,perpo 
'kppiə/ noun a copier which uses ordi- 
nary white paper, not special copier paper 
plain paper fax /,plem ,perpo 'fæks/ 
noun a fax machine which uses ordinary 
white paper and not special fax paper 
plain text e-mail /,plem tekst ‘ir, 
metl/ noun e-mail in a basic simple for- 
mat that is cheap to produce and can be 
read even by older e-mail systems, which 
may be unable to receive HTML messag- 
es 

plaintiff /‘plemntif/ noun a person who 
starts an action against someone in the 
civil courts (NOTE: Since April 1999, this 
term has been replaced by claimant.) 
plan /plen/ noun 1. an idea of how 
something should be done, which has 
been decided on and organised in advance 
the government’s economic plans the 
government’s proposals for running the 
country’s economy 2. an organised way 
of doing something O an investment plan 
O a pension plan O a savings plan 3. a 
drawing which shows how something is 
arranged or how something will be built O 
The designers showed us the first plans 






































for the new offices. 4. a way of saving or 


investing money WŒ verb 1. to organise 


planned economy 
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carefully how something should be done 
in the future o to plan for an increase in 
bank interest charges to change a way of 
doing things because you think there will 
be an increase in bank interest charges 
to plan investments to propose how in- 
vestments should be made 2. to decide on 
and organise something in advance 
(NOTE: planning — planned) 
“...the benefits package is attractive and 
the compensation plan includes base, in- 
centive and car allowance totalling 
$50,000+’ [Globe and Mail (Toronto) 
planned economy /plænd 1 
'konomi/ noun a system where the gov- 
ernment plans all business activity, regu- 
lates supply, sets production targets and 
itemises work to be done. Also called 
command economy, central planning 


planned obsolescence /,plend 
\Dbsa'les(a)ns/ adjective built-in obso- 
lescence O Planned obsolescence was 
condemned by the consumer organisation 
as a cynical marketing ploy. 


planner /'plænə/ noun a person who 
plans the government’s economic 
planners people who plan the future 
economy of the country for the govern- 
ment 


planning /'plæn1y/ noun the process of 
organising how something should be 
done in the future O Setting up a new in- 
centive scheme with insufficient planning 
could be a disaster. O The long-term plan- 
ning or short-term planning of the project 
has been completed. 

‘... buildings are closely regulated by plan- 

ning restrictions’ [Investors Chronicle] 
planning department /'plenin di 
,pa:tmont/ noun a section of a local gov- 
ernment office which deals with requests 
for planning permission 
planning permission /'plenim po 
m1f(a)n/ noun an official document al- 
lowing a person or company to plan new 
buildings on empty land © to be refused 
planning permission O We are waiting for 
planning permission before we can start 
building. © The land is to be sold with 
planning permission. 


plant /plaint/ noun 1. industrial ma- 
chinery and equipment 2. a large factory 
O to set up a new plant O They are plan- 
ning to build a car plant near the river. O 
They closed down six plants in the north 






































of the country. O He was appointed plant 
manager. 

plant-hire firm /,pla:nt haro 'fs:m/ 
noun a company which lends large ma- 
chines (such as cranes and tractors) to 
building companies 

plastic money /,plestik 'mani/ noun 
credit cards and charge cards o do you 
take plastic? can I pay by credit card? 
plateau /'plætəu/ noun a level point, 
e.g. when sales or costs stop increasing 
platform /‘pletfo:m/ noun 1. a basic 
product that can be added to in order to 
develop more complex products O The 
train for Birmingham leaves from Plat- 














form 12. 2. a system that can be used to 


deliver services, e.g. a communications 
network is a platform for delivering infor- 
mation 

Plc, PLC, ple abbr public limited com- 
pany 

plead /pli:d/ verb 1. to speak on behalf 
of a client in court 2. to answer a charge 
in a criminal court o to plead guilty to 
say at the beginning of a trial that you did 
commit the crime of which you are ac- 
cused o to plead not guilty to say at the 
beginning of a trial that you did not com- 
mit the crime of which you are accused 
pledge /pled3/ noun an object given to 
a pawnbroker as security for money bor- 
rowed o to redeem a pledge to pay back 
a loan and interest and so get back the se- 
curity E verb o to pledge share certifi- 
cates to deposit share certificates with a 
lender as security for money borrowed 
(the title to the certificates is not trans- 
ferred and the certificates are returned 
when the debt is repaid) 

plenary meeting /‘pli:nori 'mi:t19/, 
plenary session /'plimnori ,sef(o)n/ 
noun a meeting at a conference when all 
the delegates meet together 


Plimsoll Line /'plrmsol latn/ noun a 
line painted on the side of a ship to show 
where the water should reach for maxi- 
mum safety if the ship is fully loaded. 
Also called load line 
plough back /z(verb), 'plau 'bek/ 
phrasal verb o to plough back profits 
into the company to invest the profits 
in the business (and not pay them out as 
dividends to the shareholders) by using 
them to buy new equipment or to create 
new products (NOTE: The US spelling is 
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plow back.) 
plug /plag/ noun o to give a plug to a 
new product to publicise a new product 
E verb 1. o to plug in to attach a machine 
to the electricity supply O The fax ma- 
chine was not plugged in. 2. to publicise 
or advertise O They ran six commercials 
plugging holidays in Spain. (NOTE: plug- 
ging- plugged) 3. to block or to stop O 
The company is trying to plug the drain 
on cash reserves. (NOTE: plugging — 
plugged) 
plummet /'plamit/, plunge /pland3/ 
verb to fall sharply O Share prices plum- 
meted or plunged on the news of the de- 
valuation. 

“...in the first six months of this year sec- 

ondhand values of tankers have plummet- 

ed by 40%’ [Lloyd’s List] 

“...crude oil output plunged during the 

past month’ [Wall Street Journal] 


plus /plas/ preposition added to © Her 
salary plus commission comes to more 
than £45,000. O Production costs plus 
overheads are higher than revenue. M ad- 
verb more than houses valued at 
£100,000 plus houses valued at over 
£100,000 m adjective favourable, good 
and profitable O A plus factor for the com- 
pany is that the market is much larger 
than they had originally thought. o the 
plus side of the account the credit side of 
the account o on the plus side this is a fa- 
vourable point O On the plus side, we 
must take into account the new product 
line. m noun a good or favourable point O 
To have achieved £1m in new sales in less 
than six months is certainly a plus for the 
sales team. O His marketing experience is 
a definite plus. 


p.m. /'pi:'em/ adverb in the afternoon or 
in the evening, after 12 o’clock midday O 
The train leaves at 6.50 p.m. O If you 
phone New York after 6 p.m. the calls are 
at a cheaper rate. (NOTE: The US spelling 
is P.M.) 


PO abbr post office 


pocket /'pokit/ noun o to be £25 in 
pocket to have made a profit of £25 o to 
be £25 out of pocket to have lost £25 


pocket envelope /,pokit 'envaloup/ 
noun a type of envelope with the flap at 
the end, on the shorter side (an envelope 
with a flap along the longer side, is called 
a ‘wallet envelope’) 






















































































point /pomt/ noun 1. a place or position 
2. same as decimal point 3. a unit for 
calculations the dollar gained two 
points the dollar increased in value 
against another currency by two hun- 
dredths of a cent o the exchange fell ten 
points the stock market index fell by ten 
units E verb o to point out to show O The 
report points out the mistakes made by the 
company over the last year. O He pointed 
out that the results were better than in 
previous years. 
‘sterling M3, the most closely watched 
measure, rose by 13% in the year to Au- 
gust — seven percentage points faster than 
the rate of inflation’ [Economist] 
‘...banks refrained from quoting forward 
US/Hongkong dollar exchange rates as 
premiums of 100 points replaced dis- 
counts of up to 50 points’ [South 
China Morning Post] 
point of sale /,pomt ov 'serl/ noun a 
place where a product is sold, e.g. a shop. 
Abbreviation POS 


point-of-sale material /,pomt ov 
'serl mo,tiorial/ noun a display material 
to advertise a product where it is being 
sold, e.g. posters or dump bins. Abbrevia- 
tion POS material 
poison pill /,porz(a)n 'prl/ noun an ac- 
tion taken by a company to make itself 
less attractive to a potential takeover bid 
COMMENT: In some cases, the officers of 
a company will vote themselves ex- 
tremely high redundancy payments if a 
takeover is successful; or a company will 
borrow large amounts of money and give 
it away to the shareholders as dividends, 
so that the company has an unaccepta- 
bly high level of borrowing. 
police record /pa,li:s 'reko:d/ noun a 
note of previous crimes for which some- 
one has been convicted O He did not say 
that he had a police record. 


policy /'poltsi/ noun 1. a course of ac- 
tion or set of principles determining the 
general way of doing something O a com- 
pany’s trading policy O The country’s 
economic policy seems to lack any direc- 
tion. O We have a policy of only hiring 
qualified staff. O Our policy is to submit 
all contracts to the legal department. 
company policy the company’s agreed 
plan of action or the company’s way of 
doing things O What is the company poli- 
cy on credit? O It is against company pol- 
icy to give more than thirty days’ credit. 
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2. a course of action or set of principles 3. 
a contract for insurance o to take out a 
policy to sign the contract for an insur- 
ance and start paying the premiums O She 
took out a life insurance policy or a house 
insurance policy. o the insurance com- 
pany made out a policy, drew up a pol- 
icy the company wrote the details of the 
contract on the policy 


policyholder /'polisi,houlda/ noun a 
person who is insured by an insurance 
company 

policy statement /‘polisi ,stertmont/ 
noun the government declared in public 
what its plans were 


polite /po'lart/ adjective behaving in a 
pleasant way O We insist on our sales staff 
being polite to customers. O We had a po- 
lite letter from the MD. 


political /pa'litrk()l/ adjective refer- 
ring to a certain idea of how a country 
should be run 

political levy /pə,lıtık(ə)l ‘levi/ noun 
a part of the subscription of a member of 
a trade union which the union pays to sup- 
port a political party 

political party /pə'lıtık(ə)l ,parti/ 
noun a group of people who believe a 
country should be run in a certain way 


poll /paul/ noun same as opinion poll m 
verb o to poll a sample of the popula- 
tion to ask a sample group of people what 
they feel about something o to poll the 
members of the club on an issue to ask 
the members for their opinion on an issue 


pollster /'pəulstə/ noun an expert in 
understanding what polls mean 


pool /pu:l/ noun 1. an unused supply O 
a pool of unemployed labour or of exper- 
tise 2. US a group of mortgages and other 
collateral used to back a loan E verb o to 
pool resources to put all resources to- 
gether so as to be more powerful or prof- 
itable 


poor /po:/ adjective 1. without much 
money O The company tries to help the 
poorest members of staff with loans. O It 
is one of the poorest countries in the 
world. 2. not very good O poor quality O 
poor service O poor performance by of- 
fice staff O poor organisation of working 
methods 


poorly /'po:li/ adverb badly O The offic- 
es are poorly laid out. O The plan was 










































































poorly presented. poorly-paid staff 
staff with low wages 

popular /'pppjuls/ adjective liked by 
many people O This is our most popular 
model. O The South Coast is the most 
popular area for holidays. 

popular price /,popjulo 'prars/ noun 
a price which is low and therefore liked 
population /,pppju'letf(a)n/ noun 1. 
all the people living in a particular coun- 
try or area O Paris has a population of 
over three million. O Population statistics 
show a rise in the 18-25 age group. O 
Population trends have to be taken into 
account when drawing up economic 
plans. O The working population of the 
country is getting older. 2. the group of 
items or people in a survey or study 
population forecast = /,popju 
‘lerf(a)n ,forkarst/ noun a calculation of 
how many people will be living in a coun- 
try or in a town at some point in the future 
pop-under ad /'ppp andar ,zd/ noun 
a web advertisement that appears in a sep- 
arate browser window from the rest of a 
website 

pop-up menu /,pop ap 'menju:/ noun 
a menu of options that can be displayed at 
any time, usually covering part of other 
text on the screen in the process 
portable /'po:tab(a)l/ adjective possi- 
ble to carry O a portable computer W 
noun o a portable a computer or type- 
writer which can be carried O He keys all 
his orders on his portable and then emails 
them to the office. 

portable document format 
/ pa:təb(©)l 'dokjumont ,fo:met/ noun 
full form of PDF 

portable pension /,po:təb(ə)l 
‘penfon/, portable pension plan 
/,poirtob(9)l 'penfan plan/ noun a pen- 
sion entitlement which can be moved 
from one company to another without 
loss (as an employee changes jobs) 

port authority /‘po:t s:,6priti/ noun 
an organisation which runs a port 

port charges /'po:t ,tfa:d31z/ noun 
payment which a ship makes to the port 
authority for the right to use the port 
portfolio /po:t'fauliau/ noun o a port- 
folio of shares all the shares owned by a 
single investor 

portfolio management = /po:t 
‘fouliou ,mænıdzmənt/ noun the buying 
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and selling shares to make profits for a 
single investor 

port installations /,po:t msto 
‘le1f(a)nz/ plural noun the buildings and 
equipment of a port 

port of embarkation /,po:t ov 
sImba:'kerf(a)n/ noun a port at which 
you get on to a ship 

port of registry /,po:t ov ‘redz3istri/ 
noun a port where a ship is registered 
POS, p.o.s. abbr point of sale 
position /po'zif(a)n/ noun 1. a situa- 
tion or state of affairs o what is the cash 
position? what is the state of the compa- 
ny’s current account? 2. a point of view 3. 
a job or paid work in a company O to ap- 
ply for a position as manager O We have 
several positions vacant. O All the vacant 
positions have been filled. O She retired 
from her position in the accounts depart- 
ment. o he is in a key position he has an 
important job 

positioning /po'z1J(a)n1n/ noun 1. the 
creation of an image for a product in the 
minds of consumers 2. the promotion of a 
product in a particular area of a market 
position of trust /pa,zif(o)n ov 
‘trast/ noun a job in which a person is 
trusted to act correctly and honestly 
positive /'pozıtıv/ adjective meaning 
‘yes’ O The board gave a positive reply. 
positive cash flow / pozitiv 'kæf 
flou/ noun a situation where more money 
is coming into a company than is going 
out 

possess /po'zes/ verb to own some- 
thing O The company possesses property 
in the centre of the town. O He lost all he 
possessed in the collapse of his company. 
Compare repossess 

possession /pa'zeJ(9)n/ noun the fact 
of owning or having something o the 
documents are in his possession he is 
holding the documents 

possessions /po'zef(s)nz/ plural 
noun property, things owned O They lost 
all their possessions in the fire. Compare 
repossession 

possibility /,posi'biltti/ noun the state 
of being likely to happen O There is a pos- 
sibility that the plane will be early. O 
There is no possibility of the chairman re- 
tiring before next Christmas. 

possible /'posıb(ə)l/ adjective which 
might happen O The 25th and 26th are 






































possible dates for our next meeting. O It is 
possible that production will be held up 
by industrial action. o there are two pos- 
sible candidates for the job two candi- 
dates are good enough to be appointed 
post- /poust/ prefix after 

postage /'poustid3/ noun payment for 
sending a letter or parcel by post O What 
is the postage for this airmail packet to 
China? 

postage stamp /'poustid3 stemp/ 
noun a small piece of gummed paper 
which you buy from a post office and 
stick on a letter or parcel to pay for the 
postage O You’ll need two £1 stamps for 
the parcel. 

postal /'poust(a)l/ adjective referring 
to the post 

postal ballot /'paust(a)l ,bælət/, 
postal vote /‘poust(a)l vaut/ noun an 
election where the voters send their ballot 
papers by post 

postal charges /'poust(a)I ,tfard31z/ 
plural noun money to be paid for sending 
letters or parcels by post O Postal charges 
are going up by 10% in September. 
postal order /'paust(a)l ,o:da/ noun a 
document bought at a post office, used as 
a method of paying small amounts of 
money by post 

postal packet /'poust(a)l ,pekit/ 
noun a small container of goods sent by 
post 

post-balance sheet event /poust 
ibeelans fixt I'vent/ noun something 
which happens after the date when the 
balance sheet is drawn up, and before the 
time when the balance sheet is officially 
approved by the directors, which affects a 
company’s financial position 

postdate /, poust 'deit/ verb to put a lat- 
er date on a document O He sent us a 
postdated cheque. O Her cheque was 
postdated to June. 


poster /'pəustə/ noun a large eye- 
catching notice or advertisement which is 
stuck up outdoors or placed prominently 
inside a store 

poste restante /'poust restarnt/ 
noun a system where letters can be ad- 
dressed to someone at a post office, where 
they can be collected O Send any messag- 
es to ‘Poste Restante, Athens’. (NOTE: The 
US term is General Delivery.) 
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Post-it ® Notes /'poust ıt ,novtz/ 
noun a trademark for small pieces of pa- 
per, partially sticky on one side, sold in 
pads (you write on a note and then stick it 
onto a document, a telephone, a computer 
monitor, etc.) O She left me a Post-it Note 
with the telephone number on my compu- 
ter keyboard. 


postmark /'pəustma:k/ noun a mark 
stamped by the Post Office on a letter, 
covering the postage stamp, to show that 
the Post Office has accepted it O letter 
with a London postmark @ verb to stamp 
a letter with a postmark O The letter was 
postmarked New York. 


post office /'pəust ,vfis/ noun 1. a 
building where the postal services are 
based O main post office 2. a shop where 
you can buy stamps, send parcels, etc. 3. 
a national organisation which deals with 
sending letters and parcels O Post Office 
officials or officials of the Post Office O 
The Post Office van was collecting mail 
from the box. 
“...travellers cheques cost 1% of their face 
value and can be purchased from any 
bank, main post offices, travel agents and 
several building societies’ [Sunday Times] 


Post Office box number /,poust 
\bf1s 'boks ,nambo/ noun a reference 
number given for delivering mail to a post 
office, so as not to give the actual address 
of the person who will receive it 


postpaid /psust'peid/ adjective with 
the postage already paid O The price is 
£5.95 postpaid. 


postpone /pəust'pəun/ verb to arrange 
for something to take place later than 
planned O He postponed the meeting to 
tomorrow. O They asked if they could 
postpone payment until the cash situation 
was better. 


postponement /pous 'psunmont/ 
noun the act of arranging for something 
to take place later than planned O J had to 
change my appointments because of the 
postponement of the board meeting. 


post room /'paust ru:m/ noun a room 
in a building where the post is sorted and 
sent to each department or collected from 
each department for sending 


post scriptum /'pəus 'skriptom/, 
postscript (P.S.) /'pouskript/ Latin 
phrase meaning ‘after what has been 


written’: an additional note at the end of a 
letter 


potential /pa'tenfal/ adjective possible 
potential customers people who could 
be customers o potential market a mar- 
ket which could be exploited o the prod- 
uct has potential sales of 100,000 units 
the product will possibly sell 100,000 
units o she is a potential managing di- 
rector she is the sort of person who could 
become managing director ™ noun the 
possibility of becoming something o a 
share with a growth potential or with a 
potential for growth a share which is 
likely to increase in value o a product 
with considerable sales potential a 
product which is likely to have very large 
sales o to analyse the market potential 
to examine the market to see how large it 
possibly is 
“...career prospects are excellent for 
someone with growth potential’ 
[Australian Financial Review] 
‘for sale: established general cleaning 
business; has potential to be increased to 
over 1 million dollar turnover’ [Australian 
Financial Review] 


poundage /'paundid3/ noun 1. a rate 
charged per pound in weight 2. tax 
charged per pound in value 


pound sterling /paund 'sts:lm/ noun 
the official term for the British currency 


poverty /'povəti/ noun the condition of 
being poor O He lost all his money and 
died in poverty. 

poverty trap /'povəti treep/ noun a sit- 
uation where a poor person lives on gov- 
ernment benefits and cannot afford to 
earn more money because he or she 
would then lose the benefits and be worse 
off 


power /'pavd/ noun 1. strength or abili- 
ty o the power of a consumer group 
ability of a group to influence the govern- 
ment or manufacturers 2. a force or legal 
right o the full power of the law the full 
force of the law when applied O We will 
apply the full power of the law to get pos- 
session of our property again. O There 
was a power struggle in the boardroom, 
and the finance director had to resign. 
power centre /,pavə 'senta/ noun the 
most powerful part of an organisation, the 
one that has the greatest influence on pol- 
icy 
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power of attorney /,pavor ov a't3:ni/ 
nouna legal document which gives some- 
one the right to act on someone’s behalf in 
legal matters 

power structure /'pauə straktfo/ 
noun the way in which authority and in- 
fluence are divided up among the differ- 
ent groups or individuals who make up an 
organisation 

p-p. abbr per procurationem E verb o to 
p.p. a letter to sign a letter on behalf of 
someone O Her assistant p.p.’d the letter 
while the manager was at lunch. 


PR abbr public relations O A PR firm is 
handling all our publicity. O She works in 
PR. O The PR people gave away 100,000 
balloons. 


practice /'prektis/ noun 1. a way of 
doing things, a custom or habit O Her 
practice was to arrive at work at 7.30 and 
start counting the cash. o to depart from 
normal practice to act in a different way 
from the normal way of doing things 2. 
in practice when actually done O The 
marketing plan seems very interesting, 
but what will it cost in practice? 
‘the EC demanded international 
arbitration over the pricing practices of 
the provincial boards’ [Globe and Mail 
(Toronto)] 
pre- /pri:/ prefix before O a pre-stocktak- 
ing sale O there will be a pre-AGM board 
meeting or there will be a board meeting 
pre the AGM O The pre-Christmas period 
is always very busy. 
precautionary measure /prı 
'ko:f(ə)n(ə)ri ,me3ə/ noun an action tak- 
en to prevent something unwanted taking 
place 
precautions /pri'ko:f(ə)nz/ plural 
noun measures taken to avoid something 
unpleasant O We intend to take precau- 
tions to prevent thefts in the office. O The 
company did not take proper fire precau- 
tions. 
precinct /'pri:sıykt/ noun 1. a separate 
area 2. US an administrative district in a 
town 
predecessor /'pri:disesa/ noun a per- 
son who had a job or position before 
someone else O He took over from his 
predecessor last May. O She is using the 
same office as her predecessor. 
predict /prr'dikt/ verb to say that some- 
thing will happen in the future 






































pre-empt /,pri: 'empt/ verb to stop 
something happening or stop someone 
doing something by taking action quickly 
before anyone else can O They staged a 
management buyout to pre-empt a takeo- 
ver bid. 
pre-emptive /,pri: 'emptiv/ adjective 
done before anyone else takes action in 
order to stop something happening o pre- 
emptive strike against a takeover bid 
rapid action taken to prevent a takeover 
bid 
pre-emptive right /pri ,emptrv 'rart/ 
noun US 1. a right of a government or of 
a local authority to buy a property before 
anyone else 2. the right of a shareholder 
to be first to buy a new stock issue 
prefer /pri'fs:/ verb to like something 
better than another thing O We prefer the 
small corner shop to the large supermar- 
ket. O Most customers prefer to choose 
clothes themselves, rather than take the 
advice of the sales assistant. 
preference /'pref(ə)rəns/ noun 1. a 
thing which someone prefers O the cus- 
tomers’ preference for small corner shops 
2. a thing which has an advantage over 
something else 

COMMENT: Preference shares, because 

they have less risk than ordinary shares, 

normally carry no voting rights. 
preference shareholder 
/\pref(a)rons 'feahaulda/ noun an own- 
er of preference shares 
preference shares /'pref(ə)rəns 
Jeoz/ plural noun shares, often with no 
voting rights, which receive their divi- 
dend before all other shares and are repaid 
first at face value if the company goes into 
liquidation (NOTE: The US term is pre- 
ferred stock.) 

COMMENT: Preference shares, because 

they have less risk than ordinary shares, 

normally carry no voting rights. 
preferential /,prefo'renfal/ adjective 
showing that something is preferred more 
than another 
preferential creditor  /,prefo 
wrenf(o)l 'kredita/ noun a creditor who 
must be paid first if a company is in liqui- 
dation. Also called preferred creditor 
preferential duty /,prefo,rens(o)l 
'dju:ti/ noun a special low rate of tax 
preferential terms /,prefə'renf(ə)l 
tsrms/ noun terms or a way of dealing 
which is better than usual O Subsidiary 
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companies get preferential treatment 
when it comes to subcontracting work. 


preferred creditor /prifaid 
‘kredita/ noun same as preferential 
creditor 


preferred shares /pri,fs:d 'feəz/, 
preferred stock /pri,f3:d 'stok/ plural 
noun same as preference shares 
pre-financing /,pri: 'farnzens1n/ noun 
financing in advance 
prejudice /'pred3udis/ noun 1. bias or 
unjust feelings against someone 2. harm 
done to someone o without prejudice 
without harming any interests (a phrase 
spoken or written in letters when trying to 
negotiate a settlement, meaning that the 
negotiations cannot be referred to in court 
or relied upon by the other party if the dis- 
cussions fail) o to act to the prejudice of 
a claim to do something which may harm 
a claim E verb to harm O to prejudice 
someone’s claim 
preliminary /pri'limm(o)ri/ adjective 
early, happening before anything else 
preliminary discussion, a preliminary 
meeting discussion or meeting which 
takes place before the main discussion or 
meeting starts 
“...preliminary indications of the level of 
business investment and activity during 
the March quarter will be available this 
week’ [Australian Financial Review] 


preliminary prospectus  /pri 
jlmin(a)ri pra'spektas/ noun same as 
pathfinder prospectus 


premises /'premisiz/ plural noun 
building and the land it stands on o on the 
premises in the building O There is a doc- 
tor on the premises at all times. 


premium /'pri:miəm/ noun 1. a regular 
payment made to an insurance company 
for the protection provided by an insur- 
ance policy 2. an amount to be paid to a 
landlord or a tenant for the right to take 
over a lease O flat to let with a premium of 
£10,000 O annual rent: £8,500, premium: 
£25,000 3. an extra sum of money in ad- 
dition to a usual charge, wage, price or 
other amount o shares sold at a premi- 
um shares whose price is higher than their 
face value O New shares whose market 
price is higher than their issue price. 4. a 
gift, discount or other incentive to encour- 
age someone to buy E adjective 1. of very 
high quality 2. very high 






























































“...greenmail, the practice of buying back 
stock at a premium from an acquirer who 
threatens a takeover’ [Duns Business 
Month] 
“...responsibilities include the production 
of premium quality business reports’ 
[Times] 
premium bond /'pri:mism bond/ 
noun a government bond, part of the Na- 
tional Savings scheme, which pays no in- 
terest, but gives the owner the chance to 
win a weekly or monthly prize 
premium offer /'pri:miom ,vfa/ noun 
a free gift offered to attract more custom- 
ers 
premium pricing /'pri:xmiom 
\praisin/ noun the act of giving products 
or services high prices either to give the 
impression that the product is worth more 
than it really is, or as a means of offering 
customers an extra service 
premium quality 
£kwoliti/ noun top quality 
prepack /pri:'pek/, prepackage /pri: 
"peekid3/ verb to pack something before 
putting it on sale O The fruit are pre- 
packed in plastic trays. O The watches are 
prepacked in attractive display boxes. 
prepackaged choice / pri:'pekid3d 
tfors/ noun a set of multimedia computer 
material that cannot be customised by the 
user 
prepaid /pri:'petd/ adjective paid in 
advance 
prepaid reply card /,pri:perd ri'plar 
kard/ noun a stamped addressed card 
which is sent to someone so that they can 
reply without paying the postage 
prepay /pri:'pet/ verb to pay something 
in advance (NOTE: prepaying — prepaid) 
prepayment /pri:'permont/ noun a 
payment in advance, or the act of paying 
in advance o to ask for prepayment of a 
fee to ask for the fee to be paid before the 
work is done 


present /'prez(a)nt/ noun something 
which is given O these calculators make 
good presents O The office gave her a 
present when she got married. @ adjec- 
tive 1. happening now O The shares are 
too expensive at their present price. O 
What is the present address of the compa- 
ny? 2. being there when something hap- 
pens O Only six directors were present at 
the board meeting. @ verb/pri'zent/ 1. to 


/‘prizmiom 
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give someone something O He was pre- 
sented with a watch on completing twen- 
ty-five years’ service with the company. 2. 
to bring or send and show a document 
to present a bill for acceptance to 
present a bill for payment by the person 
who has accepted it o to present a bill for 
payment to send a bill to be paid 3. vti to 
give a talk about or demonstration of 
something O I’ve been asked to present at 
the sales conference. O The HR director 
will present the new staff structure to the 
Board. 


presentation /,prez(a)n'terf(a)n/ 
noun 1. the showing of a document 
cheque payable on presentation a 
cheque which will be paid when it is pre- 
sented o free admission on presentation 
of this card you do not pay to go in if you 
show this card 2. a demonstration or exhi- 
bition of a proposed plan O The distribu- 
tion company gave a presentation of the 
services they could offer. O We have asked 
two PR firms to make presentations of 
proposed publicity campaigns. 
presenteeism  /,prez(a)n'tiz1z(a)m/ 
noun the practice of spending more hours 
at work or in the workplace than is 
healthy, necessary or productive, e.g. 
when an employee comes to work when 
sick for fear of losing their job or letting 
the company down 


present value /,prez(a)nt 'veelju:/ 
noun 1. the value something has now O In 
1984 the pound was worth five times its 
present value. 2. the value now of a spec- 
ified sum of money to be received in the 
future, if invested at current interest rates. 
Abbreviation PV 3. a price which a share 
must reach in the future to be the equiva- 
lent of today’s price, taking inflation into 
account 
COMMENT: The present value of a future 
sum of money is found by discounting 
that future sum, and can be used to de- 
cide how much money to invest now at 
current interest rates in order to receive 
the sum you want to have in a given 
number of years’ time. 
preside /pri'zatd/ verb to be chairman 
O The MD will preside over the meeting. 
O The meeting was held in the committee 
room, Mr Smith presiding. 
president /‘prezid(o)nt/ noun the head 
of a company, society or club O She was 
elected president of the sports club. © Af- 
ter many years on the board, A.B. Smith 


















































has been appointed president of the com- 
pany. 
COMMENT: In the UK, president is some- 
times a title given to a non-executive 
former chairman of a company; in the 
USA, the president is the main executive 
director of a company. 
press /pres/ noun newspapers and mag- 
azines O We plan to give the product a lot 
of press publicity. © There was no men- 
tion of the new product in the press. © 
press the flesh /,pres 6a 'flef/ to shake 
hands with people at a business function 
(informal) 
press conference /'pres 
ikonf(9)rans/ noun a meeting where 
newspaper and TV reporters are invited to 
hear news of something such as a new 
product or a takeover bid 
press coverage /'pres ,kav(a)rid3/ 
noun reports about something in newspa- 
pers, and magazines and other media O 
The company had good press coverage 


for the launch of its new model. 


press cutting /'pres ,katin/ noun a 
piece cut out of a newspaper or magazine 
which refers to an item which you find in- 
teresting O We have kept a file of press 
cuttings about the new car. 

press cutting agency /'pres ‚katın 
,eId3zonsi/ noun a company which cuts 
out references to clients from newspapers 
and magazines and sends them on to them 
pressing /'presin/ adjective urgent 
pressing engagements meetings which 
have to be attended o pressing bills bills 
which have to be paid 

press office /'pres ,pf1s/ noun an of- 
fice in a company which deals with rela- 
tions with the press, sends out press re- 
leases, organizes press conferences, etc. 
press officer /'pres ,vf1so/ noun a 
person who works in a press office 
press release /'pres ri,li:s/ noun a 
sheet giving news about something which 
is sent to newspapers and TV and radio 
stations so that they can use the informa- 
tion O The company sent out a press re- 
lease about the launch of the new car. 
pressure /'prefə/ noun something 
which forces you to do something o he 
was under considerable financial pres- 
sure he was forced to act because he 
owed money o to put pressure on some- 
one to do something to try to force some- 
one to do something O The group tried to 
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put pressure on the government to act. O 
The banks put pressure on the company to 
reduce its borrowings. 

pressure group /'prefa gru:p/ noun 
a group of people who try to influence the 
government, the local town council or 
some other organisation 

prestige /pre'sti:3/ noun importance 
because of factors such as high quality or 
high value o prestige product an expen- 
sive luxury product o prestige offices ex- 
pensive offices in a good area of the town 
prestige advertising /pre'sti:3 
edvotaizin/ noun advertising in high- 
quality magazines to increase a compa- 
ny’s reputation 

presume /pri'zju:m/ verb to suppose 
something is correct O I presume the ac- 
count has been paid. © The company is 
presumed to be still solvent. O We pre- 
sume the shipment has been stolen. 


presumption /pri'zampfon/ noun 
something which is assumed to be correct 


pretax /'pri:teks/, pre-tax adjective 
before tax has been deducted or paid 
“...the company’s goals are a growth in 
sales of up to 40 per cent, a rise in pre-tax 
earnings of nearly 35 per cent and a rise in 
after-tax earnings of more than 25 per 
cent’ [Citizen (Ottawa)] 
‘EC regulations which came into effect in 
July insist that customers can buy cars an- 
ywhere in the EC at the local pre-tax price’ 
[Financial Times] 
pretax profit /,pri:teeks 'profit/ noun 
the amount of profit a company makes be- 
fore taxes are deducted O The dividend 
paid is equivalent to one quarter of the 
pretax profit. Also called profit before 
tax, profit on ordinary activities be- 
fore tax 


pretend /pri'tend/ verb to act like 
someone else in order to trick, to act as if 
something is true when it really is not O 
He got in by pretending to be a telephone 
engineer. © The chairman pretended he 
knew the final profit. O She pretended she 
had flu and asked to have the day off: 


prevent /pri'vent/ verb to stop some- 
thing happening O We must try to prevent 
the takeover bid. O The police prevented 
anyone from leaving the building. O We 
have changed the locks on the doors to 
prevent the former MD from getting into 
the building. 


























preventive /pri'ventiv/ adjective 
which tries to stop something happening 
to take preventive measures against 
theft to try to stop things from being sto- 
len 


previous /'pri:vias/ adjective happen- 
ing earlier or which existed before O List 
all previous positions with the salaries 
earned. n he could not accept the invita- 
tion because he had a previous engage- 
ment because he had earlier accepted an- 
other invitation to go somewhere 


previously /'pri:viasli/ adverb hap- 
pening earlier O Previously our distribu- 
tion was handled by Smith Ltd. O His CV 
stated that he had previously been a 
salesman with Jones & Co. 


price /prats/ noun money which has to 
be paid to buy something o to sell goods 
off at half price to sell goods at half the 
price at which they were being sold be- 
fore cars in the £18-19,000 price 
range cars of different makes, selling for 
between £18,000 and £19,000 o price ex 
warehouse the price for a product which 
is to be collected from the manufacturer’s 
or agent’s warehouse and so does not in- 
clude delivery o to increase in price to 
become more expensive O Petrol has in- 
creased in price or the price of petrol has 
increased. n to increase prices, to raise 
prices to make items more expensive 
we will try to meet your price we will 
try to offer a price which is acceptable to 
you o to cut prices to reduce prices sud- 
denly o to lower prices, to reduce prices 
to make items cheaper m verb to give a 
price to a product O We have two used 
cars for sale, both priced at £5,000. o the 
company has priced itself out of the 
market the company has raised its prices 
so high that its products do not sell 
“...the average price per kilogram for this 
season has been 300c’ [Australian 
Financial Review] 
‘European manufacturers rely heavily on 
imported raw materials which are mostly 
priced in dollars’ [Duns Business Month] 
“...after years of relying on low wages for 
their competitive edge, Spanish compa- 
nies are finding that rising costs and the 
strength of the peseta are pricing them out 
of the market’ [Wall Street Journal] 
‘that British goods will price them- 
selves back into world markets is doubtful 
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prime cost 





as long as sterling labour costs continue to 
rise’ [Sunday Times] 
price ceiling /‘prats ,si:l1n/ noun the 
highest price which can be reached 
price controls /'prats kon,troulz/ 
plural noun legal measures to prevent 
prices rising too fast 
price cutting /'prats ,katiy/ noun a 
sudden lowering of prices 
“...in today’s circumstances, price-cutting 
is inevitable in an attempt to build up mar- 
ket share’ [Marketing Week] 
price-cutting war /'prars katı wo:/ 
noun same as price war 
price deflation /'prats di:,flerf(a)n/ 
noun a gradual fall in prices because of 
increased competition. Compare disin- 
flation 


price differential /'prars difo,renfol/ 
noun the difference in price between 
products in a range 
price/earnings ratio /,prats 's:n1nz 
\retfiau/ noun a ratio between the current 
market price of a share and the earnings 
per share (the current dividend it produc- 
es), calculated by dividing the market 
price by the earnings per share O these 
shares sell at a P/E ratio of 7 Also called 
P/E ratio. Abbreviation PER (NOTE: The 
US term is price/earnings multiple.) 
these shares sell at a P or E ratio of 7 
they sell at 7 times their earnings 
COMMENT: The P/E ratio is an indication 
of the way investors think a company will 
perform in the future, as a high market 
price suggests that investors expect 
earnings to grow and this gives a high 
P/E figure; a low P/E figure implies that 
investors feel that earnings are not likely 
to rise. 
price fixing /'prats ,ftks1/ noun an il- 
legal agreement between companies to 
charge the same price for competing 
products 
price-insensitive /,prars m 
"sensotiv/ adjective used to describe a 
good or service for which sales remain 
constant no matter what its price because 
it is essential to buyers 
price label /‘prats ,letb(9)I/ noun a la- 
bel which shows a price 
price list /‘prats l1st/ noun a sheet giv- 
ing prices of goods for sale 
price maintenance /'prats 
smeintonons/ noun an agreement be- 














tween producers or distributors on a min- 
imum price for a product 
price range /'prats reind3/ noun a se- 
ries of prices for similar products from 
different suppliers 
prices and incomes policy /pratsz 
ən 'Inkamz/ noun a government policy 
which tries to control both price rises and 
incomes 
price-sensitive /,prats 'sensativ/ ad- 
jective referring to a product for which 
demand will change significantly if its 
price is increased or decreased 
price tag /'prats tæg/ noun a label at- 
tached to an item being sold that shows its 
price 
price war /'prats wo:/ noun a competi- 
tion between companies to get a larger 
market share by cutting prices. Also 
called price-cutting war 
pricing /'pratstn/ noun the act of giving 
a price to a product 
pricing policy /'prarsıy ,polisi/ noun 
a company’s policy in giving prices to its 
products O Our pricing policy aims at 
producing a 35% gross margin. 
primarily /'praım(ə)rili/ adverb mainly 
O The company trades primarily in the 
South American market. 
primary /'prarmori/ adjective 1. basic 
2. first, most important 
“...farmers are convinced that primary in- 
dustry no longer has the capacity to meet 
new capital taxes or charges on farm in- 
puts’ [Australian Financial Review] 
primary commodities /,pratmori kə 
‘mpditiz/ plural noun 1. farm produce 
grown in large quantities, e.g. corn, rice 
or cotton 2. raw materials or food 
primary industry /,praimori 
‘indastri/ noun an industry dealing with 
basic raw materials such as coal, wood or 
farm produce 
primary products /,prarməri 
‘prodakts/ plural noun products which 
are basic raw materials, e.g. wood, milk 
or fish 
prime /praim/ adjective 1. most impor- 
tant 2. basic E noun same as prime rate 
prime bills /,pratm 'b1lz/ plural noun 
bills of exchange which do not involve 
any risk 
prime cost /,pramm ‘kpst/ noun the 
cost involved in producing a product, ex- 
cluding overheads 
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prime rate /'praım rert/ noun US the 
best rate of interest at which a bank lends 
to its customers. Also called prime 
prime sites /,praim 'sarts/ plural noun 
the most valuable commercial sites, i.e. in 
main shopping streets, as opposed to sec- 
ondary sites 
prime time /'praım tarm/ noun the 
most expensive advertising time for TV 
commercials O We are putting out a series 
of prime-time commercials. 
priming /'pratmm/ noun » pump 
priming 
principal /‘prmsrp(o)l/ noun 1. a per- 
son or company that is represented by an 
agent O The agent has come to London to 
see his principals. 2. a person acting for 
him or herself, such as a marketmaker 
buying securities on his or her own ac- 
count 3. money invested or borrowed on 
which interest is paid O to repay principal 
and interest O We try to repay part of 
principal each month. (NOTE: Do not con- 
fuse with principle.) m adjective most 
important O The principal shareholders 
asked for a meeting. © The country’s 
principal products are paper and wood. O 
The company’s principal asset is its de- 
sign staff. 

“...the company was set up with funds to- 

talling NorKr 145m with the principal aim 

of making capital gains on the secondhand 

market’ [Lloyd’s List] 
principle /‘prinsrp(a)l/ noun a basic 
point or general rule o in principle in 
agreement with a general rule o agree- 
ment in principle agreement with the ba- 
sic conditions of a proposal 
print /print/ noun words made (on pa- 
per) with a machine o to read the small 
print, the fine print on a contract to 
read the conditions of a contract which 
are often printed very small so that people 
will not be able to read them easily m verb 
1. to make letters on paper with a machine 
O The health warning is printed on the 
front of the packet. O We use a standard 
printed agreement for hire-purchase 
sales. 2. to write in capital letters O 
Please print your name and address on 
the top of the form. 

print out phrasal verb to print informa- 

tion from a computer through a printer 
printed matter /'printid ,mætə/ noun 
printed items, e.g. books, newspapers and 
publicity sheets 






































printer /'prıntə/ noun a machine which 
prints 

printer ribbon /'‘prmts ,rtbon/ noun 
an inked ribbon in a cartridge which is put 
into a line printer 

prior /‘prato/ adjective earlier o prior 
agreement an agreement which was 
reached earlier o without prior knowl- 
edge without knowing before o prior 
charge (capital) ranking before other cap- 
ital in terms of distributions of profits and 
repayment when a company goes into liq- 
uidation 


priority /prar'priti/ noun o to have pri- 
ority to have the right to be first o to have 
priority over or to take priority over 
something to be more important than 
something O Reducing overheads takes 
priority over increasing turnover. O De- 
benture holders have priority over ordi- 
nary shareholders. 0 to give something 
top priority to make something the most 
important item 


private /'‘pratvot/ adjective 1. belong- 
ing to a single person or to individual peo- 
ple, not to a company or the state o a let- 
ter marked ‘private and confidential’ a 
letter which must not be opened by any- 
one other than the person it is addressed 
to 2. o in private away from other people 
O He asked to see the managing director 
in private. O In public he said the compa- 
ny would break even soon, but in private 
he was less optimistic. O In public the un- 
ion said it would never go back to the ne- 
gotiating table, but in private they were 
already having discussions with the com- 
pany representatives. 
“...in the private sector the total number of 
new house starts was 3 per cent higher 
than in the corresponding period last year, 
while public sector starts were 23 per cent 
lower’ [Financial Times | 
“...management had offered to take the 
company private through a leveraged buy- 
out for $825 million’ [Fortune] 


private client /,pratvot 'klaront/ noun 
a client dealt with by a salesman as a per- 
son, not as a company 

private enterprise /\pratvat 
‘entopraiz/ noun businesses which are 
owned privately, not nationalised O The 
project is completely funded by private 
enterprise. 
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private income /,prarvot 'mkam/ 
noun income from dividends, interest or 
rent which is not part of a salary 


private letter /,prarvət 'letə/ noun a 
letter which deals with personal matters. 
Same as personal letter 

private limited company /,pratvot 
slimitid 'kamp(a)ni/ noun 1. a company 
with a small number of shareholders, 
whose shares are not traded on the Stock 
Exchange 2. a subsidiary company whose 
shares are not listed on the Stock Ex- 
change, while those of its parent company 
are > abbreviation Pty Ltd 

privately /'pratvotli/ adverb away 
from other people O The deal was negoti- 
ated privately. 

private means /,pratvat 'mi:nz/ plu- 
ral noun income from dividends, interest 
or rent which is not part of someone’s sal- 
ary 

private ownership /\pratvat 
‘guna frp/ noun a situation where a com- 
pany is owned by private shareholders 
private property /,prarvot 'propəti/ 
noun property which belongs to a private 
person, not to the public 


private sector /'pratvat ,sekto/ noun 
all companies which are owned by private 
shareholders, not by the state O The ex- 
pansion is completely funded by the pri- 
vate sector. O Salaries in the private sec- 
tor have increased faster than in the pub- 
lic sector. 
‘...in the private sector the total number of 
new house starts was 3 per cent higher 
than in the corresponding period last year, 
while public sector starts were 23 per cent 
lower’ [Financial Times] 
privatisation /,pratvotar'zerf(o)n/, 
privatization noun the process of selling 
a nationalised industry to private owners 
“...even without privatization, water 
charges would probably have to rise to pay 
for meeting EC water-quality rules’ 
[Economist] 
privatise /'pratvotaiz/, privatize verb 
to sell a nationalised industry to private 
owners 
pro /prəv/ preposition for 
PRO abbr public relations officer 
probable /'probəb(ə)l/ adjective likely 
to happen O They are trying to prevent the 
probable collapse of the company. O It is 
probable that the company will collapse if 


a rescue package is not organised before 
the end of the month. 
probably /'probabli/ adverb likely o 
The MD is probably going to retire next 
year. O This shop is probably the best in 
town for service. 
probate /'proubeit/ noun legal accept- 
ance that a document, especially a will, is 
valid o the executor was granted pro- 
bate or obtained a grant of probate the 
executor was told officially that the will 
was valid 
Probate Registry = /,prau,bert 
‘red3istri/ noun a court which examines 
wills to see if they are valid 
probation /pra'berf(9)n/ noun a period 
when a new employee is being tested be- 
fore getting a permanent job O He is on 
three months’ probation. O We will take 
her on probation. O The accountant was 
appointed on three months’ probation at 
the end of which he was not found to be 
satisfactory. 
probationary /pro'be1f(9)n(a)ri/ ad- 
jective while someone is being tested O 
We will take her for a probationary period 
of three months. O After the probationary 
period the company decided to offer him 
a full-time contract. 
problem /'probləm/ noun something to 
which it is difficult to find an answer O 
The company suffers from staff problems. 
to solve a problem to find an answer to 
a problem O Problem solving is a test of a 
good manager. O Problem solving is the 
test of a good manager. 

“...everyone blames the strong dollar for 

US trade problems, but they differ on what 

should be done’ [Duns Business Month] 
problem area /'probləm ,earia/ noun 
an area of a company’s work which is dif- 
ficult to run O Overseas sales is one of 
our biggest problem areas. 
problem-solving /'problom ,splvin/ 
noun the task of dealing with problems 
that occur within an organisation and the 
methods that managers use to solve them 
(NOTE: The most widely used method of 
problem-solving proceeds through the 
following stages: recognising that a 
problem exists and defining it; generat- 
ing a range of solutions; evaluating the 
possible solutions and choosing the 
best one; implementing the solution and 
evaluating its effectiveness in solving 
the problem.) 
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procedure /pra'si:d3a/ noun a way in 
which something is done O The inquiry 
found that the company had not followed 
the approved procedures. o this proce- 
dure is very irregular this is not the 
proper way to do something o account- 
ing procedures set ways of doing the ac- 
counts of a company 

‘...this was a serious breach of discipli- 

nary procedure and the dismissal was un- 

fair’ [Personnel Management] 
proceed /pro'si:d/ verb to go on, to 
continue O The negotiations are proceed- 
ing slowly. to proceed against some- 
one to start a legal action against someone 
to proceed with something to go on 
doing something O Shall we proceed with 
the committee meeting ? 
proceedings /pro'si:d1nz/ plural noun 
to institute proceedings against some- 
one to start a legal action against someone 
proceeds /'prousi:dz/ plural noun 
money received from selling something 
the proceeds of a sale money received 
from a sale after deducting expenses O He 
sold his shop and invested the proceeds in 
a computer repair business. 
process /prou'ses/ noun 1. o decision- 
making processes ways in which deci- 
sions are reached 2. o the due processes 
of the law the formal work of a legal ac- 
tion m verb 1. o to process figures to sort 
out information to make it easily under- 
stood O The sales figures are being proc- 
essed by our accounts department. O The 
data is being processed by our computer. 
2. to deal with something in the usual rou- 
tine way O It usually takes at least two 
weeks to process an insurance claim. O 
Orders are processed in our warehouse. 
processing /'prausesi/ noun 1. the 
act of sorting information O the process- 
ing of information or of statistics by a 
computer 2. o the processing of a claim 
for insurance putting a claim for insur- 
ance through the usual office routine in 
the insurance company 
procurement /pra'kjuament/ noun 
the act of buying equipment or raw mate- 
rials for a company O Procurement of raw 
materials is becoming very complicated 
with the entry of so many new suppliers 
into the market. 
produce noun /'prodju:s/ products 
from farms and gardens, especially fruit 
and vegetables O home produce O agri- 




















































































































cultural produce O farm produce ™ verb 
/prə'dju:s/ 1. to bring something out and 
show it O He produced documents to 
prove his claim. O The negotiators pro- 
duced a new set of figures. O The customs 
officer asked him to produce the relevant 
documents. 2. to make or manufacture 
something O The factory produces cars or 
engines. to mass produce to make 
large quantities of a product 3. to give an 
interest O investments which produce 
about 10% per annum 

producer /pra'dju:sa/ noun a person, 
company or country that manufactures O 
a country which is a producer of high- 
quality watches O The company is a ma- 
jor car producer. Also called supplier 
producer prices /pra,djuiso 
‘praisiz/ noun prices of goods when they 
leave the manufacturer 
producing /pro'dju:sin/ 
which produces 

producing capacity /pra'dju:sin ko 
,pzesati/ noun the capacity to produce 
product /'prodakt/ noun 1. something 
which is made or manufactured 2. a man- 
ufactured item for sale 

product advertising /'prodakt 
jedvataizin/ noun the advertising of a 
particular named product, not the compa- 
ny which makes it 

product analysis /,prodakt ə 
'næləsıs/ noun an examination of each 
separate product in a company’s range to 
find out why it sells, who buys it, etc. 
product churning /'prodakt 
tfsinıg/ noun the practice of putting 
many new products onto the market in the 
hope that one of them will become suc- 
cessful (NOTE: Product churning is espe- 
cially prevalent in Japan.) 

product design /'prodakt di,zarn/ 
noun the design of consumer products 
product development /,prodakt di 
'velopmont/ noun the process of improv- 
ing an existing product line to meet the 
needs of the market 

product diversification /,prodakt 
darvaisifi'ke1f(a)n/ noun adding new 
types of products to the range already 
made 

product endorsement /'prodakt in 
,doismont/, endorsement advertising 
/in'dorsmont ,ædvətarzıy/ noun adver- 
tising which makes use of famous or qual- 
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ified people to endorse a product O Which 
celebrities have agreed to contribute to 
our endorsement advertising? O Product 
endorsement will, we hope, help our fund- 
raising campaign. 

product engineer /,prodakt ,end31 
‘nio/ noun an engineer in charge of the 
equipment for making a product 


production /pro'dakfan/ noun 1. the 
act of showing something o on produc- 
tion of when something is shown O The 
case will be released by customs on pro- 
duction of the relevant documents. O 
Goods can be exchanged only on produc- 
tion of the sales slip. 2. the work of mak- 
ing or manufacturing of goods for sale O 
We are hoping to speed up production by 
installing new machinery. O Higher pro- 
duction is rewarded with higher pay. 


production cost /pro'dakfon kopst/ 
noun the cost of making a product 


production department /prə 
‘dakfon di,paitmont/ noun the section 
of a company which deals with the mak- 
ing of the company’s products 
production line /pro'dakfan larn/ 
noun a system of making a product, 
where each item such as a car moves 
slowly through the factory with new sec- 
tions added to it as it goes along O He 
works on the production line. O She is a 
production-line employee. 

production manager /pra'dakfon 
 ,mænıd3ə/ noun the person in charge of 
the production department 

production rate /pro'dakf(o)n rert/ 
noun same as rate of production 
production standards /pra'dakfan 
,Steendodz/ plural noun the quality levels 
relating of production 

production target /pra'dakfon 
,targit/ noun the amount of units a facto- 
ry is expected to produce 

production unit /pra'dakJon ,ju:nit/ 
noun a separate small group of employ- 
ees producing a product 

productive /pro'daktiv/ adjective pro- 
ducing something, especially something 
useful o productive discussions useful 
discussions which lead to an agreement or 
decision 

productive capital /pro,daktiv 
"keepit(a)l/ noun capital which is invest- 
ed to give interest 


























productively /pro'daktrvli/ adverb in 
a productive way 
productivity /,prodak'trviti/ noun the 
rate of output per employee or per ma- 
chine in a factory O Bonus payments are 
linked to productivity. O The company is 
aiming to increase productivity. O Pro- 
ductivity has fallen or risen since the com- 
pany was taken over. 
“...though there has been productivity 
growth, the absolute productivity gap be- 
tween many British firms and their foreign 
rivals remains’ [Sunday Times] 
productivity agreement /,prodak 
'tiviti 9,grizmont/ noun an agreement to 
pay a productivity bonus 
productivity bonus /,prodak'trviti 
,baunes/ noun an extra payment made to 
employees because of increased produc- 
tion per employee 
productivity drive /,prodak'trviti 
drarv/ noun an extra effort to increase 
productivity 
product line /'prodakt larn/ noun a 
series of different products which form a 
group, all made by the same company O 
We do not stock that line. O Computers 
are not one of our best-selling lines. O 
They produce an interesting line in gar- 
den tools. 
product management /,prodakt 
‘mzenid3mont/ noun the process of di- 
recting the making and selling of a prod- 
uct as an independent item 
product mix /‘prodakt miks/ noun a 
range of different products which a com- 
pany has for sale 
profession /prə'fef(ə)n/ noun 1. an 
occupation for which official qualifica- 
tions are needed and which is often made 
a lifelong career O The managing director 
is an accountant by profession. O HR 
management is now more widely recog- 
nised as a profession. 2. a group of spe- 
cialised workers O the accounting profes- 
sion O the legal profession 
“...one of the key advantages of an ac- 
countancy qualification is its worldwide 
marketability. Other professions are not 
so lucky: lawyers, for example, are 
much more limited in where they can 
work’ [Accountancy] 
professional /pra'fef(a)n(a)l/ adjec- 
tive 1. referring to one of the professions 
O The accountant sent in his bill for pro- 


fessional services. O We had to ask our 
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lawyer for professional advice on the con- 
tract. O The professional institute awards 
diplomas. o professional man, profes- 
sional woman a man or woman who 
works in one of the professions such as a 
lawyer, doctor or accountant 2. expert or 
skilled O Her work is very professional. O 
They did a very professional job in de- 
signing the new office. 3. doing work for 
money O a professional tennis player 
he is a professional troubleshooter he 
makes his living by helping companies to 
sort out their problems m noun a skilled 
person or a person who does skilled work 
for money 


professional qualification /pro 
ifef(a)n(o)l_ ,kwolifi'kerf(a)n/ noun a 
document which shows that someone has 
successfully finished a course of study 
which allows him or her to work in one of 
the professions 

proficiency /pra'f1f(9)nsi/ noun a skill 
in doing something at more than a basic 
level O Her proficiency in languages 
should help in the export department. O 
To get the job he had to pass a proficiency 
test. 


proficient /pra'f1f(a)nt/ adjective ca- 
pable of doing something well O She is 
quite proficient in Spanish. O She is quite 
proficient in accountancy. 


profile /‘proufarl/ noun a brief descrip- 
tion of the characteristics of something or 
someone O They asked for a profile of the 
possible partners in the joint venture. O 
Her CV provided a profile of her educa- 
tion and career to date. 
“...the audience profile does vary greatly 
by period: 41.6% of the adult audience is 
aged 16 to 34 during the morning period, 
but this figure drops to 24% during peak 
viewing time’ [Marketing Week] 
profit /'‘profit/ noun money gained from 
a sale which is more than the money spent 
on making the item sold or on providing 
the service offered o to take your profit 
to sell shares at a higher price than was 
paid for them, and so realise the profit, 
rather than to keep them as an investment 
to show a profit to make a profit and 
state it in the company accounts O We are 
showing a small profit for the first quar- 
ter. o to make a profit to have more mon- 
ey as a result of a deal o to move into 
profit to start to make a profit O The com- 
pany is breaking even now, and expects to 










































































move into profit within the next two 
months. o to sell at a profit to sell at a 
price which gives you a profit o healthy 
profit quite a large profit 
“...because capital gains are not taxed and 
money taken out in profits and dividends 
is taxed, owners of businesses will be us- 
ing accountants and tax experts to find 
loopholes in the law’ [Toronto Star] 
‘...the bank transferred $5 million to gen- 
eral reserve compared with $10 million the 
previous year which made the consolidat- 
ed profit and loss account look healthier’ 
[Hongkong Standard] 


profitability /,profito'biliti/ noun 1. 
the ability to make a profit O We doubt the 
profitability of the project. 2. the amount 
of profit made as a percentage of costs 


profitable /'profitob(o)l/ adjective 
making a profit O She runs a very profita- 
ble employment agency. 


profitably /‘profitobli/ adverb making 
a profit O The aim of every company must 
be to trade profitably. 


profit after tax /,profit a:ftə 'tæks/ 
noun same as net profit 


profit and loss account /,profit on 
‘Ios o,kaunt/ noun the accounts for a 
company showing expenditure and in- 
come over a period of time, usually one 
calendar year, balanced to show a final 
profit or loss. Also called P&L account 
(NOTE: The US term is profit and loss 
statement or income statement.) 


profit before tax /,profit bifo: 'teks/ 
noun same as pretax profit 


profit centre /'profit ,sento/ noun a 
person, unit or department within an or- 
ganisation which is considered separately 
for the purposes of calculating a profit O 
We count the kitchen equipment division 
as a single profit centre. 


profiteer /,profi'tro/ noun a person 
who makes too much profit, especially 
when goods are rationed or in short sup- 
ply 

profiteering /,profi'tror1n/ noun the 
practice of making too much profit 
profit-making /'profit ,merkin/ ad- 
jective making a profit O The whole 
project was expected to be profit-making 
by 2001 but it still hasn’t broken even. O 
It is hoped to make it into a profit-making 
concern. 
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profit margin / profit ,ma:d31n/ noun 
the percentage difference between sales 
income and the cost of sales 
profit motive /‘profit 'moautrv/ noun 
an idea that profit is the most import aim 
of a business 
rofit on ordinary activities be- 
ore tax / profit on ,o:d(9)n(a)ri ek 
,tivitiz bi,fo: 'teeks/ noun same as pre- 
tax profit 
profit-oriented company /,profit 
,orri'entid/ noun company which does 
everything to make a profit 
profit squeeze /'profit skwi:z/ noun 
a strict control of the amount of profits 
which companies can pay out as dividend 
profits tax /'profits tæks/ noun a tax 
to be paid on profits 
profit-taking /'profit ,tetkmy/ noun 
the act of selling investments to realise the 
profit, rather than keeping them O Share 
prices fell under continued profit-taking. 
“...some profit-taking was seen yesterday 
as investors continued to lack fresh incen- 
tives to renew buying activity’ [Financial 
Times] 
pro forma /,prau 'foimə/ adverb ‘for 
the sake of form’ m verb to issue a pro for- 
ma invoice O Can you pro forma this or- 
der? m adjective referring to an early ver- 
sion of a document that is issued before 
all the relevant data are available and is 
usually followed by a final version 
pro forma invoice /prəu ,fo:mo 
‘Invols/, pro forma /,prau 'formo/ noun 
an invoice sent to a buyer before the 
goods are sent, so that payment can be 
made or so that goods can be sent to a 
consignee who is not the buyer O They 
sent us a pro forma invoice. O We only 
supply that account on pro forma. 
program /'prougrem/ noun 1. US 
same as programme 2. a set of instruc- 
tions that tell a computer to carry out spe- 
cific tasks ml verb to write a program for a 
computer o to program a computer to 
install a program in a computer O The 
computer is programmed to print labels. 
programmable /'prougræməb(ə)l/ 
adjective possible to programme 
programme /'prougræm/ noun a plan 
of things which will be done O to draw up 
a programme of investment or an invest- 
ment programme O She is running the de- 
velopment programme or the research 














programme. O The training programme 
sends all managers for retraining every 
year. O We are initiating a new recruit- 
ment programme. (NOTE: The US spell- 
ing is program.) 

programme evaluation and re- 
view technique /,prougrem 1vælju 
\er1f(ə)n ən ri'vju: tek,niik/ noun a way 
of planning and controlling a large 
project, concentrating on scheduling and 
completion on time. Abbreviation PERT 
programming engineer 
/‘proaugremiy ,end3inio/ noun an engi- 
neer in charge of programming a compu- 
ter system 

programming language 
/‘proaugremin ,lengwid3/ noun a sys- 
tem of signs, letters and words used to in- 
struct a computer 

progress noun /'praugres/ the move- 
ment of work towards completion O to re- 
port on the progress of the work or of the 
negotiations o to make a progress re- 
port to report how work is going o in 
progress which is being done but is not 
finished O negotiations in progress O 
work in progress @ verb /prau'gres/ to 
move forward, to go ahead O The contract 
is progressing through various depart- 
ments. 

progress chaser /'praugres ,tferso/ 
noun a person whose job is to check that 
work is being carried out on schedule, 
that orders are being fulfilled on time, etc. 
progressive /pra'gresiv/ adjective 
moving forward in stages 

progressive taxation /proa,gresiv 
tek'serf(a)n/ noun a taxation system 
where tax levels increase as the income is 
higher. Also called graduated taxation. 
Compare regressive taxation 
progress payment /'prəugres 
,petmont/ noun a payment made as a 
particular stage of a contract is completed 
O The fifth progress payment is due in 
March. 

progress report /'praugres r1,po:t/ 
noun a document which describes what 
progress has been made 

prohibitive /prau'hibitiv/ adjective 
with a price so high that you cannot afford 
to pay it O The cost of redesigning the 
product is prohibitive. 

project /‘prodzekt/ noun 1. a plan O 
She has drawn up a project for developing 
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new markets in Europe. 2. a particular job 
of work which follows a plan O We are 
just completing an engineering project in 
North Africa. O The company will start 
work on the project next month. 


project analysis /'prodzekt ə 
snzelasis/ noun the examination of all the 
costs or problems of a project before work 
on it is started 

projected /pra'dzektid/ adjective 
planned or expected o projected sales a 
forecast of sales O Projected sales in Eu- 
rope next year should be over £1m. 
project engineer /,prod3ekt ,end31 
‘n1a/ noun an engineer in charge of a 
project 

projection /pro'd3ekJoan/ noun a fore- 
cast of something which will happen in 
the future O Projection of profits for the 
next three years. O The sales manager 
was asked to draw up sales projections 
for the next three years. 


project management /prod3ekt 
;mzenid3mont/ noun the coordination of 
the financial, material and human re- 
sources needed to complete a project and 
the organisation of the work that the 
project involves 


project manager = /,prod3ekt 
'mænıd3ə/ noun the manager in charge 
of a project 

promise /'promis/ noun an act of say- 
ing that you will do something o to keep 
a promise to do what you said you would 
do O He says he will pay next week, but he 
never keeps his promises. 0 to go back on 
a promise not to do what you said you 
would do O The management went back 
on its promise to increase salaries across 
the board. 0 a promise to pay a promis- 
sory note ™ verb to say that you will do 
something O They promised to pay the 
last instalment next week. O The person- 
nel manager promised he would look into 
the grievances of the office staff. 
promissory note /‘promisori ,novt/ 
noun a document stating that someone 
promises to pay an amount of money ona 
specific date 

promote /pro'mout/ verb 1. to give 
someone a more important job or to move 
someone to a higher grade O He was pro- 
moted from salesman to sales manager. 2. 
to advertise a product o to promote a 
new product to increase the sales of a 






























































new product by a sales campaign, by TV 
commercials or free gifts, or by giving 
discounts 3. o to promote a new compa- 
ny to organise the setting up of a new 
company 


promotion /pra'mauJ(a)n/ noun 1. the 
fact of being moved up to a more impor- 
tant job O I ruined my chances of promo- 
tion when I argued with the managing di- 
rector. O The job offers good promotion 
chances or promotion prospects. to 
earn promotion to work hard and effi- 
ciently and so be promoted 2. all means of 
conveying the message about a product or 
service to potential customers, e.g. pub- 
licity, a sales campaign, TV commercials 
or free gifts O Our promotion budget has 
been doubled. O The promotion team has 
put forward plans for the launch. O We 
are offering free holidays in France as 
part of our special in-store promotion. O 
We a running a special promotion offer- 
ing two for the price of one. o promotion 
of a product selling a new product by 
publicity, by a sales campaign, TV com- 
mercials, free gifts, or by giving special 
discounts O The promotion budget has 
been increased to £500,000. O He is lead- 
ing the promotion team in charge of the 
launch. O We a running a special promo- 
tion offering two for the price of one. 3. 
promotion of a company the setting up 
of a new company 
‘...finding the right promotion to appeal to 
children is no easy task’ [Marketing] 
“...you have to study the profiles and 
people involved very carefully and tailor 
the promotion to fill those needs’ [Mar- 
keting Week] 


promotional /prə'məuf(ə)n(ə)l/ ad- 
jective used in an advertising campaign O 
The admen are using balloons as promo- 
tional material. 


‘...the simplest way to boost sales at the 
expense of regional newspapers is by a 












































heavyweight promotional campaign’ 
[Marketing Week] 
promotional budget /pra 


mou f(a)n(9)l 'badzit/ noun a forecast 
of the cost of promoting a new product 


promotion ladder /pra'mous(a)n 
,leedo/ noun a series of steps by which 
employees can be promoted O By being 
appointed sales manager, she moved sev- 
eral steps up the promotion ladder. 
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prompt /prompt/ adjective rapid or 
done immediately O We got very prompt 
service at the complaints desk. O Thank 
you for your prompt reply to my letter. 
prompt payment payment made rapidly 
prompt supplier a supplier who deliv- 
ers orders rapidly 
“...they keep shipping costs low and can 
take advantage of quantity discounts and 
other allowances for prompt payment’ 
[Duns Business Month] 
promptly /‘promptli/ adverb rapidly O 
He replied to my letter very promptly. 
proof /pru:f/ noun evidence which 
shows that something is true 
-proof /pru:f/ suffix preventing some- 
thing getting in or getting out or harming 
something © a dustproof cover O an infla- 
tion-proof pension O a soundproof studio 
prop /prop/ noun same as proprietor 
property /'propoti/ noun 1. land and 
buildings O Property taxes are higher in 
the inner city. O They are assessing dam- 
age to property or property damage after 
the storm. O The commercial property 
market is booming. 2. a building O We 
have several properties for sale in the 
centre of the town. 3. things which a per- 
son or organisation owns 
property company /'propəti 
‚kamp(ə)ni/ noun a company which buys 
buildings to lease them 
property market /'propəti ,ma:kıt/ 
noun 1. the market in letting commercial 
properties 2. the market in developing 
commercial properties as investments 3. 
the process of buying or selling residen- 
tial properties by individual homeowners 
proportion /prə'po:f(ə)n/ noun a part 
of a total O A proportion of the pre-tax 
profit is set aside for contingencies. O 
Only a small proportion of our sales 
comes from retail shops. o in proportion 
to compared to something else, by an 
amount related to something else O Prof- 
its went up in proportion to the fall in 
overhead costs. O Sales in Europe are 
small in proportion to those in the USA. 
proportional /pra'po:f(9)n(9)I/ adjec- 
tive directly related O The increase in 
profit is proportional to the reduction in 
overheads. 


proportionately = /pra'po:J(e)natli/ 
adverb in a way that is directly related 






































proposal /prə'pəuz(ə)l/ noun 1. a sug- 
gestion, thing which has been suggested 
O to make a proposal or to put forward a 
proposal to the board a the committee 
turned down the proposal the commit- 
tee refused to accept what was suggested 
2. an official document with details of a 
property or person to be insured which is 
sent to the insurance company when ask- 
ing for an insurance 

propose /prə'pəuz/ verb 1. to suggest 
that something should be done o to pro- 
pose a motion to ask a meeting to vote for 
a motion and explain the reasons for this 
to propose someone as president to 
ask a group to vote for someone to be- 
come president 2. o to propose to to say 
that you intend to do something O J pro- 
pose to repay the loan at £20 a month. 


proposer /pra'pouzo/ noun a person 
who proposes a motion at a meeting 
proposition /,props'zif(a)n/ noun a 
commercial deal which is suggested o it 
will never be a commercial proposition 
it is not likely to make a profit 


proprietary /pro'pratot(a)ri/ noun, 
adjective a product, e.g. a medicine 
which is made and owned by a company 
proprietary company Ipro 
,prarot(ə)ri 'kamp(a)ni/ noun US a 
company formed to invest in stock of oth- 
er companies so as to control them. Ab- 
breviation pty (NOTE: The UK term is 
holding company.) 

proprietary drug /prə prarot(ə)ri 
'drag/ noun a drug which is made by a 
particular company and marketed under a 
brand name 


proprietor /prə'prarətə/ noun the 
owner of a business, especially in the hos- 
pitality industry O She is the proprietor of 
a hotel or a hotel proprietor. O The res- 
taurant has a new proprietor. 


pro rata /prou 'ra:tə/ adjective, adverb 
at a rate which varies according to the size 
or importance of something O When part 
of the shipment was destroyed we re- 
ceived a pro rata payment. O The full- 
time pay is £500 a week and the part-tim- 
ers are paid pro rata. o dividends are 
paid pro rata dividends are paid accord- 
ing to the number of shares held 


prosecute /'prosikju:t/ verb to bring 
someone to court to answer a criminal 
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charge O He was prosecuted for embez- 
zlement. 


prosecution /,prosi'kju:f(9)n/ noun 
1. the act of bringing someone to court to 
answer a charge O his prosecution for em- 
bezzlement 2. a party who brings a crimi- 
nal charge against someone O The costs of 
the case will be borne by the prosecution. 


prosecution counsel = _/,prosi 
‘kjurf(e)n ,kaunsol/ noun a lawyer act- 
ing for the prosecution 


prospect /'prospekt/ noun 1. a chance 
or possibility that something will happen 
in the future o her job prospects are 
good she is very likely to find a job 
prospects for the market, market pros- 
pects are worse than those of last year 
sales in the market are likely to be lower 
than they were last year 2. the possibility 
that something will happen O There is no 
prospect of negotiations coming to an end 
soon. 3. a person who may become a cus- 
tomer O The sales force were looking out 
for prospects. 


prospective /pro'spektiv/ adjective 
possibly happening in the future o a pro- 
spective buyer someone who may buy in 
the future O There is no shortage of pro- 
spective buyers for the computer. 


prospective dividend /pro,spektiv 
‘dividend/ noun a dividend which a 
company expects to pay at the end of the 
current year 


prospects /'prospekts/ plural noun 
the possibilities for the future 


prospectus /pro'spektas/ noun 1. a 
document which gives information to at- 
tract buyers or customers O The restau- 
rant has people handing out prospectuses 
in the street. 2. a document which gives 
information about a company whose 
shares are being sold to the public for the 
first time (NOTE: plural is prospectuses) 
“...when the prospectus emerges, existing 
shareholders and any prospective new 
investors can find out more by calling the 
free share information line; they will be 
sent a leaflet. Non-shareholders who reg- 
ister in this way will receive a prospectus 
when it is published; existing shareholders 
will be sent one automatically’ 
[Financial Times] 


prosperity /pro'speriti/ noun the state 
of being rich o in times of prosperity 
when people are rich 


















































prosperous /'prosp(ə)rəs/ adjective 
rich O a prosperous shopkeeper O a pros- 
perous town 


protection /pra'tekfan/ noun the im- 
posing of tariffs to protect domestic pro- 
ducers from competition from imports 
protectionism /prə'tekfənız(ə)m/ 
noun the practice of protecting producers 
in the home country against foreign com- 
petitors by banning or taxing imports or 
by imposing import quotas 

protective cover /pra,tektiv 'kavo/ 
noun a cover which protects a machine 


protective tariff /pra,tektiv ‘teerrf/ 
noun a tariff which tries to ban imports to 
stop them competing with local products 


pro tem /,prau 'tem/ adverb temporar- 
ily, for a time 

protest noun /'provtest/ 1. a statement 
or action to show that you do not approve 
of something O to make a protest against 
high prices o in protest at showing that 
you do not approve of something O The 
staff occupied the offices in protest at the 
low pay offer. o to do something under 
protest to do something, but say that you 
do not approve of it 2. an official docu- 
ment which proves that a bill of exchange 
has not been paid m verb /pra'test/ 1. 
to protest against something to say that 
you do not approve of something O The 
importers are protesting against the ban 
on luxury goods. 2. o to protest a bill to 
draw up a document to prove that a bill of 
exchange has not been paid 


protest strike /‘proutest strark/ noun 
a strike in protest at a particular grievance 
prototype /'provutotarp/ noun the first 
model of a new product before it goes into 
production O a prototype car O a proto- 
type plane O The company is showing the 
prototype of the new model at the exhibi- 
tion. 


provide /pra'vatd/ verb 1. to give or 
supply something 2. o to provide for to 
allow for something which may happen in 
the future O The contract provides for an 
annual increase in charges. O £10,000 of 
expenses have been provided for in the 
budget. 3. to put money aside in accounts 
to cover expenditure or loss in the future 
O £25,000 is provided against bad debts. 
to provide someone with something to 
supply something to someone O Each rep 
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is provided with a company car. O Staff 
uniforms are provided by the hotel. 


provided that /pra'vardid 'dzt/, pro- 
viding /pra'vaidin/ conjunction on con- 
dition that O the goods will be delivered 
next week provided or providing the driv- 
ers are not on strike 


provident /'provid(a)nt/ adjective 
providing benefits in case of illness, old 
age or other cases of need O a provident 
fund O a provident society 


province /'provins/ noun a large divi- 
sion of a country O the provinces of Can- 
ada 


provinces /'provmsiz/ noun parts of 
any country away from the main capital 
town O There are fewer retail outlets in 
the provinces than in the capital. 


provincial /pro'vinf(a)l/ adjective re- 
ferring to a province or to the provinces O 
a provincial government O a provincial 
branch of a national bank 


provincial government /prə 
pvinf(a)l 'gav(a)nment/ noun an organ- 
isation dealing with the affairs of a prov- 
ince or of a state 
provision /pra'v13(a)n/ noun 1. o to 
make provision for to see that something 
is allowed for in the future o there is no 
provision for or no provision has been 
made for car parking in the plans for 
the office block the plans do not include 
space for cars to park 2. a legal condition 
we have made provision to this effect 
we have put into the contract terms which 
will make this work 3. an amount of mon- 
ey put aside in accounts for anticipated 
expenditure where the timing or amount 
of expenditure is uncertain, often for 
doubtful debts O The bank has made a 
£2m provision for bad debts or a $5bn 
provision against Third World loans. 
“...landlords can create short lets of dwell- 
ings which will be free from the normal se- 
curity of tenure provisions’ [Times] 


provisional /pra'v13(9)n(o)I/ adjective 
temporary, not final or permanent O She 
was given a provisional posting to see O 
The sales department has been asked to 
make a provisional forecast of sales. O 
The provisional budget has been drawn 
up for each department. O They faxed 
their provisional acceptance of the con- 
tract. 






































provisionally /pra'v13(a)noli/ adverb 
not finally O The contract has been ac- 
cepted provisionally. 


proviso /pra'vaizau/ noun a condition 
O We are signing the contract with the 
proviso that the terms can be discussed 
again after six months. (NOTE: The plural 
is provisos or provisoes.) 


proxy /'proksi/ noun 1. a document 
which gives someone the power to act on 
behalf of someone else O to sign by proxy 
2. a person who acts on behalf of some- 
one else O She asked the chairman to act 
as proxy for her. 


proxy form /'proksi fo:m/, proxy 
card /'proksi ka:d/ noun a form which a 
shareholders receive with their invitations 
to attend an AGM, and which they fill in 
if they want to appoint a proxy to vote for 
them on a resolution 


proxy vote /'proksi vaut/ noun a vote 
made by proxy O The proxy votes were all 
in favour of the board’s recommendation. 


P’s » four P’s 

P.S. /'pi:'es/ short for additional note at 
the end of a letter O Did you read the P.S. 
at the end of the letter? Full form post 
scriptum 


PSBR abbr Public Sector Borrowing 
Requirement 


pt abbr pint 
ptas abbr pesetas 


Pte abbr (in Singapore) private limited 
company 

Pty abbr proprietary company 

public /‘pablik/ adjective 1. referring to 
all the people in general 2. referring to the 
government or the state m noun o the 
public, the general public the people 
in public in front of everyone O In public 
he said that the company would soon be 
in profit, but in private he was less opti- 
mistic. 


publication /,pabli'ketf(9)n/ noun 1. 
the act of making something public by 
publishing it O the publication of the lat- 
est trade figures 2. a printed document 
which is to be sold or given to the public 
O We asked the library for a list of gov- 
ernment publications. the company 
has six business publications the compa- 
ny publishes six magazines or newspa- 
pers referring to business 






































public company 


324 





public company /,pablik 
'kamp(a)ni/ noun same as public limit- 
ed company 

public expenditure /,pablik 1k 
'spendıt fə/ noun money spent by the lo- 
cal or central government 


public finance /,pablik ‘famezns/ 
noun the raising of money by govern- 
ments by taxes or borrowing, and the 
spending of it 

public funds /,pablik 'fandz/ plural 
noun government money available for ex- 
penditure 


public holiday /,pablik ‘holide1/ 
noun a day when all employees are enti- 
tled to take a holiday 


public image /,pablik 'tm1d3/ noun 
an idea which the people have of a com- 
pany or a person O The minister is trying 
to improve her public image. 


publicise /'pablisatz/, publicize verb 
to attract people’s attention to a product 
for sale, a service or an entertainment O 
The campaign is intended to publicise the 
services of the tourist board. O We are try- 
ing to publicise our products by adver- 
tisements on buses. 


publicity /pa'blisiti/ noun the process 
of attracting the attention of the public to 
products or services by mentioning them 
in the media 

publicity agency /pa'blisiti 
,e1dzansi/ noun an office which organiz- 
es publicity for companies who do not 
have publicity departments 

publicity budget /pa'blisiti ,badg3rt/ 
noun money allowed for expenditure on 
publicity 

publicity campaign /pa'blisiti kem 
,pein/ noun a planned period when pub- 
licity takes place O They are working ona 
campaign to launch a new brand of soap. 
publicity copy /pa'blisiti ,kopi/ noun 
the text of a proposed advertisement be- 
fore it is printed O She writes publicity 
copy for a travel firm. 

publicity department /pa'blisiti di 
,pa:tmont/ noun the section of a compa- 
ny which organizes the company’s pub- 
licity 

publicity expenditure /pa'blisiti 1k 
,Spenditfa/ noun money spent on public- 
ity 


publicity handout /pa'blisıti 
yhendavt/ noun an information sheet 
which is given to members of the public 
publicity manager = /pa'blisiti 
‚mænıd3ə/ noun the person in charge of 
a publicity department 


publicity material /pa'blisiti mo 
itrarial/ noun leaflets, adverts, etc., used 
in publicity (NOTE: no plural in this 
meaning) 


publicity matter /pa'blisiti ,mætə/ 
noun sheets, posters or leaflets used for 
publicity 

publicity slogan /pa'blisiti 
,Slaugon/ noun a group of words which 
can be easily remembered and which is 
used in publicity for a product O We are 
using the slogan ‘Smiths can make it’ on 
all our publicity. 


public limited company /,pablik 
Jimitid 'kamp(9)ni/ noun a company 
whose shares can be bought on the Stock 
Exchange. Abbreviation Plc, PLC, plc. 
Also called public company 


public monopoly /,pablik mo 
‘nppoli/ noun a situation where an organ- 
isation owned and run by the state (e.g. 
the Post Office) is the only supplier of a 
product or service 


public opinion /,pablik ə'pınjən/ 
noun what people think about something 


public ownership /,pablik 'ounofrp/ 
noun a situation where the government 
owns a business, i.e. where an industry is 
nationalised 

public relations § /pablik_ ri 
‘letf(a)nz/ plural noun the practice of 
building up and keeping good relations 
between an organisation and the public, 
or an organisation and its employees, so 
that people know and think well of what 
the organisation is doing O She works in 
public relations. O A public relations firm 
handles all our publicity. O The compa- 
ny’s internal public relations were im- 
proved by setting up the house journal. 
Abbreviation PR (NOTE: takes a singular 
verb) 


public relations department 
/ pablik ri'lerf(a)nz di,pa:tmoant/ noun 
the section of a company which deals 
with relations with the public. Abbrevia- 
tion PR department 
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public relations exercise /,pablik 
ri'le1f(a)nz ,eksasaiz/ noun a campaign 
to improve public relations 

public relations officer /,pablik rı 
'lerf(ə)nz ,of1sa/ noun a person in an or- 
ganisation who is responsible for public 
relations activities. Abbreviation PRO 
public sector /'pablik ,sekta/ noun 
nationalised industries and services O a 
report on wage rises in the public sector 
or on public-sector wage settlements Also 
called government sector 


Public Sector Borrowing Re- 
quirement /,pablik ,sekta 'boroury rı 
,kwaromont/ noun the amount of money 
which a government has to borrow to pay 
for its own spending. Abbreviation PBSR 


public transport /,pablik 
‘traenspo:t/ noun transport which is used 
by any member of the public, e.g. buses 
and trains 


public transport system /,pablik 
'treenspoit ,sistom/ noun a system of 
trains, buses, etc., used by the general 
public 
public works /,pablik 'wa:ks/ noun 
large construction schemes which benefit 
the public in general (such as motorways, 
hospitals, etc.) 
publish /‘pablif/ verb to have a docu- 
ment such as a catalogue, book, magazine 
or newspaper written and printed and then 
sell or give it to the public O The society 
publishes its list of members annually. O 
The government has not published the fig- 
ures on which its proposals are based. O 
The company publishes six magazines for 
the business market. 
publisher /'pablifa/ noun a person or 
company which publishes books, maga- 
zines, etc. 
pull off phrasal verb to succeed in ne- 
gotiating a deal (informal) 
pull out phrasal verb to stop being part 
of a deal or agreement O Our Australian 
partners pulled out of the contract. 
pump /pamp/ verb to put something in 
by force O Venture capitalists have been 
pumping money into the company to keep 
it afloat. 
“...in each of the years 1986 to 1989, 
Japan pumped a net sum of the order of 
$100bn into foreign securities, notably 
into US government bonds’ [Financial 
Times Review] 


pump priming /‘pamp ,prarmıy/ 
noun government investment in new 
projects which it hopes will benefit the 
economy 
punt /pant/ noun 1. a former unit of cur- 
rency in the Republic of Ireland 2. a gam- 
ble, bet (informal) O That stock is wortha 
punt. O He took a punt on the exchange 
rate falling. m verb to gamble or to bet (on 
something) 
punter /'panto/ noun 1. a person who 
gambles or who hopes to make money on 
the Stock Exchange O The share price 
shot up as punters rushed to buy. 2. a cus- 
tomer (informal) O The product looks at- 
tractive but will the punters like it? 
“...1f punters don’t come in for their regu- 
lar packet of cigarettes, then they are un- 
likely to make any impulse buys’ 
[The Grocer] 
pup /pap/ noun a worthless item 
(informal) O I’ve been sold a pup O That 
street trader sold me a pup. 
purchase /'pa:tfis/ noun a product or 
service which has been bought o to make 
a purchase to buy something m™ verb to 
buy something o to purchase something 
for cash to pay cash for something 
purchase book /'pa:t fis buk/ noun a 
book in which purchases are recorded 
purchase ledger /'ps:tfis led3a/ 
noun a book in which expenditure is not- 
ed 
purchase order /'ps:t f1s ,o:da/ noun 
an official order made out by a purchasing 
department for goods which a company 
wants to buy O We cannot supply you 
without a purchase order number. 
purchase price /'ps:t fis prars/ noun 
a price paid for something 
purchaser /'pa:t f1so/ noun a person or 
company that purchases O The company 
has found a purchaser for its warehouse. 
the company is looking for a purchas- 
er the company is trying to find someone 
who will buy it 
purchase requisition § /,ps:tJis 
tekwi'z1f(a)n/ noun an instruction from 
a department within an organisation to its 
purchasing department to buy goods or 
services, stating the kind and quantity re- 
quired, and forming the basis of a pur- 
chase order 
purchase tax /'pa:tfis tæks/ noun a 
tax paid on things which are bought 
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purchasing /'ps:tfistn/ noun, adjec- 
tive buying 

purchasing department /'ps:tf1sı9 
di,pa:tmont/ noun the section of a com- 
pany which deals with the buying of 
stock, raw materials, equipment, etc. 
purchasing manager /p3:tJisiy 
‚mænıd3ə/ noun the head of a purchas- 
ing department 


purchasing officer /‘pa:tJism 
,Df1so/ noun a person in a company or or- 
ganisation who is responsible for buying 
stock, raw materials, equipment, etc. 


purchasing power /'ps:tfistn ,pavo/ 
noun the quantity of goods which can be 
bought by a particular group of people or 
with a particular sum of money O the pur- 
chasing power of the school market O The 
purchasing power of the pound has fallen 
over the last five years. 


purpose /'p3:pas/ noun an aim or plan 
we need the invoice for tax purposes, 
for the purpose of declaration to the tax 
authorities in order for it to be declared 
to the tax authorities 


push the envelope /puf di 
‘envaloup/ verb to go beyond normal 
limits, especially to attempt to do some- 
thing that is highly innovative and rather 
risky 
put /put/ verb to place or to fix o the ac- 
counts put the stock value at £10,000 
the accounts state that the value of the 
stock is £10,000 o to put a proposal to 
the vote to ask a meeting to vote for or 
against a proposal o to put a proposal to 
the board to ask the board to consider a 
suggestion 
put down phrasal verb 1. to make a de- 
posit O to put down money ona house 2. 
to write an item in a ledger or an account 
book O to put down a figure for expens- 
es 
put in phrasal verb o to put an ad in a 
paper to have an ad printed in a news- 
paper o to put in a bid for something 
to offer to buy something, usually in 
writing o to put in an estimate for 
something to give someone a written 
calculation of the probable costs of car- 
rying out a job o to put in a claim for 
damage to ask an insurance company to 
pay for damage o the union put in a 











































































































6% wage claim the union asked for a 
6% increase in wages 
put into phrasal verb o to put money 
into a business to invest money in a 
business 
put off phrasal verb to arrange for 
something to take place later than 
planned O The meeting was put off for 
two weeks. O She asked if we could put 
the visit off until tomorrow. 
put on phrasal verb 1. o to put an item 
on the agenda to list an item for discus- 
sion at a meeting o to put an embargo 
on trade to forbid trade 2. o property 
shares put on gains of 10%-15% 
shares in property companies increased 
in value by 10%-15% 
put out phrasal verb to send something 
out for other people to work on O We 
are planning to put out most of the work 
to freelancers. o to put work out to 
contract to decide that work should be 
done by a company on a contract, rather 
than employ members of staff to do it 
put up phrasal verb 1. o who put up 
the money for the shop? who provided 
the investment money for the shop to 
start? o to put something up for sale to 
advertise that something is for sale O 
When he retired he decided to put his 
town flat up for sale. 2. to increase 
something, to make something higher O 
The shop has put up all its prices by 5%. 
put option /put 'opfən/ noun an op- 
tion to sell shares at some price. Opposite 
call option 


PV abbr present value 


pyramid selling /‘piromid §jselin/ 
nounan illegal way of selling goods or in- 
vestments to the public, where each sell- 
ing agent pays for the franchise to sell the 
product or service, and sells that right on 
to other agents together with stock, so that 
in the end the person who makes most 
money is the original franchiser, and sub- 
agents or investors may lose all their in- 
vestments 
“...much of the population had committed 
their life savings to get-rich-quick pyra- 
mid investment schemes — where new- 
comers pay the original investors until the 
money runs out — which inevitably col- 
lapsed’ [Times] 
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QC abbr 1. Queen’s Counsel 2. quality 
circle 


qty abbr quantity 

quadruple /'kwodrup(e)l/ verb to 
multiply four times O The company’s 
profits have quadrupled over the last five 
years. 


quadruplicate /kwo'dru:plikot/ 
noun o in quadruplicate with the origi- 
nal and three copies O The invoices are 
printed in quadruplicate. O The applica- 
tion form should be completed in quadru- 
plicate. 
qualification / kwolifi'kerf(a)n/ 
noun a document or some other formal 
proof of the fact that someone has suc- 
cessfully completed a specialised course 
of study or has acquired a skill O You must 
have the right qualifications for the job. O 
Job-hunting is difficult if you have no 
qualifications. 
“...personnel management is not an activ- 
ity that can ever have just one set of quali- 
fications as a requirement for entry into it’ 
[Personnel Management] 
qualification of accounts 
/,kwolifikerf(o@)n ov ə'kaunts/ noun 
same as auditors’ qualification 


qualified /'kwolifatd/ adjective 1. hav- 
ing passed special examinations in a sub- 
ject O She is a qualified accountant. O We 
have appointed a qualified designer to su- 
pervise the decorating of the new recep- 
tion area. o highly qualified with very 
good results in examinations O All our 
staff are highly qualified. O They employ 
twenty-six highly qualified engineers. 2. 
with some reservations or conditions O 
qualified acceptance of a contract O The 
plan received qualified approval from the 
board. 

‘...applicants will be professionally quali- 

fied and ideally have a degree in Com- 


























merce and postgraduate management 

qualifications’ 

[Australian Financial Review] 
qualified accounts /,kwolifaid ə 
'kaunts/ plural noun accounts which 
have been noted by the auditors because 
they contain something with which the 
auditors do not agree 


qualified auditors’ report 
/ kwolifaid 'o:ditoz r1,port/ noun a re- 
port from a company’s auditors which 
points out areas in the accounts with 
which the auditors do not agree or about 
which they are not prepared to express an 
opinion or where the auditors believe the 
accounts as a whole have not been pre- 
pared correctly or where they are unable 
to decide whether the accounts are correct 
or not 


qualify /‘kwolifat/ verb 1. o to qualify 
for to be entitled to something O The 
company does not qualify for a govern- 
ment grant. O She qualifies for unemploy- 
ment benefit. 2. o to qualify as to follow 
a specialised course of study and pass ex- 
aminations so that you can do a certain 
job O She has qualified as an accountant. 
O He will qualify as a solicitor next year. 
3. o the auditors have qualified the ac- 
counts the auditors have found something 
in the accounts of the company which has 
made them unable to agree that they show 
a ‘true and fair’ view of the company’s fi- 
nancial position 

‘...federal examiners will also determine 

which of the privately insured savings and 






































loans qualify for federal insurance’ 
[Wall Street Journal] 
qualifying period § /kwolifary 


,proriəd/ noun a time which has to pass 
before something or someone qualifies 
for something, e.g. a grant or subsidy O 
There is a six-month qualifying period be- 
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fore you can get a grant from the local au- 
thority. 

qualifying shares /kwolrfary 
‘feaz/ plural noun the number of shares 
which you need to earn to get a bonus is- 
sue or to be a director of the company, etc. 
quality /'kwoliti/ noun what something 
is like or how good or bad something is O 
The poor quality of the service led to 
many complaints. O There is a market for 
good-quality secondhand computers. 
we sell only quality farm produce we 
sell only farm produce of the best quality 
quality circle /‘kwoliti ,s3:k(0)l/ 
noun a group of employees in a company 
who meet to discuss quality controls and 
working practices. Abbreviation QC 
quality control /kwoliti kon,traul/ 
noun the process of making sure that the 
quality of a product is good 

quality controller /kwoliti kon 
,traula/ noun a person who checks the 
quality of a product 

quality label /‘kwoliti ,lerb(o)l/ noun 
a label which states the quality of some- 
thing 

quango /'kweengau/ noun an official 
body, set up by a government to investi- 
gate or deal with a special problem (NOTE: 
The plural is quangos.) 

quantifiable /‘kwontifarob(o)l/ ad- 
jective possible to quantify O The effect of 
the change in the discount structure is not 
quantifiable. 

quantify /‘kwonttfat/ verb o to quan- 
tify the effect of something to show the 
effect of something in figures O It is im- 
possible to quantify the effect of the new 
legislation on our turnover. 

quantity /‘kwontiti/ noun 1. the 
amount or number of items O a small 
quantity of illegal drugs O She bought a 
large quantity of spare parts. 2. an 
amount, especially a large amount 3. o to 
carry out a quantity survey to estimate 
the amount of materials and the cost of 
the labour required for a construction 
project 

quantity discount = /,kwontiti 
‘diskaunt/ noun a discount given to peo- 
ple who buy large quantities 

quantity purchase = /‘kwontiti 
\psitfis/ noun a large quantity of goods 
bought at one time O The company offers 
a discount for quantity purchase. 






































quantity survey /‘kwontiti ,s3:ve1/ 
noun the process of calculating the 
amount of materials and cost of labour 
needed for a construction project 

quantity surveyor /kwontiti so 
'velo/ noun a person who calculates the 
amount of materials and cost of labour 
needed for a construction project 


quart /kwo:t/ noun an old measure of 
liquids or of loose goods, such as seeds (= 
1.136 litres) 
quarter /'kwo:to/ noun 1. one of four 
equal parts (25%) O She paid only a quar- 
ter of the list price. o a quarter of a litre, 
a quarter litre 250 millilitres o a quar- 
ter of an hour 15 minutes 2. a period of 
three months O The instalments are paya- 
ble at the end of each quarter. 3. US a 25 
cent coin (informal) 
“...corporate profits for the first quarter 
showed a 4 per cent drop from last year’s 
final three months’ [Financial Times] 
“...economists believe the economy is 
picking up this quarter and will do better 
still in the second half of the year’ 
[Sunday Times] 
COMMENT: In England, the quarter days 
are 25th March (Lady Day), 24th June 
(Midsummer Day), 29th September 
(Michaelmas Day) and 25th December 
(Christmas Day). 
quarter day /‘kwo:toa de1/ noun a day 
at the end of a quarter, when rents, fees 
etc. should be paid 
quarterly /‘kwo:toli/ adjective, adverb 
happening once every three months O 
There is a quarterly charge for electricity. 
O The bank sends us a quarterly state- 
ment. O We agreed to pay the rent quar- 
terly or on a quarterly basis. m noun the 
results of a corporation, produced each 
quarter 
quartile /‘kwo:tarl/ noun one of a se- 
ries of three figures below which 25%, 
50% or 75% of the total falls 
quasi- /kweizai/ prefix almost or which 
seems like O a quasi-official body 
quay /ki:/ noun the place in a port where 
ships can tie up o price ex quay, price ex 
dock price of goods after they have been 
unloaded, not including transport from 
the harbour 
Queen’s Counsel /,kwi:nz 'kaunsal/ 
nouna senior lawyer. Abbreviation QC 
query /‘kwiori/ noun a question O The 
chief accountant had to answer a mass of 
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queries from the auditors. @ verb to ask a 
question about something, to suggest that 
something may be wrong O The share- 
holders queried the payments to the 
chairman’s son. 


question /‘kwestJ(9)n/ noun 1. words 
which need an answer O The managing 
director refused to answer questions 
about redundancies. O The market re- 
search team prepared a series of ques- 
tions to test the public’s reactions to col- 
our and price. O The training manager 
prepared a series of questions to test the 
trainees’ reactions in different sales situ- 
ations. 2. a problem O the main question 
is that of cost O The board discussed the 
question of redundancy payments. © The 
main question is that of the cost of the 
training programme. @ verb 1. to ask 
questions O The police questioned the ac- 
counts staff for four hours. O She ques- 
tioned the chairman on the company’s in- 
vestment policy. 2. to show doubt about 
something or suggest that something may 
be wrong O We all question how accurate 
the data is. 


questionnaire /,kwest fa'neo/ noun a 
printed list of questions aiming at collect- 
ing data in an unbiased way, especially 
used in market research O We’ll send out 
a questionnaire to test the opinions of us- 
ers of the system. O We were asked to an- 
swer or to fill in a questionnaire about 
holidays abroad. O Questionnaires were 
handed to the staff asking them about 
their attitudes to work conditions. 


queue /kju:/ noun 1. a line of people 
waiting one behind the other O to form a 
queue or to join a queue O Queues formed 
at the doors of the bank when the news 
spread about its possible collapse. 2. a se- 
ries of documents such as orders or appli- 
cation forms which are dealt with in order 
his order went to the end of the queue 
his order was dealt with last o mortgage 
queue a list of people waiting for mort- 
gages m verb to form a line one after the 
other for something O When food was ra- 
tioned, people had to queue for bread. O 
We queued for hours to get tickets. O A list 
of companies queueing to be launched on 
the Stock Exchange. O The candidates 
queued outside the interviewing room. 

queuing theory /‘kju:in ,O1ori/ noun 
a theoretical framework, based on studies 


























of people waiting in queues, that can help 
to establish the best way of providing a 
service. Average waiting and service 
times are calculated using mathematical 
formulae, and on the basis of these it is 
possible to decide what would be the most 
cost-effective number of service facilities 
and the most efficient way of organising a 
process. (NOTE: Queuing theory was first 
applied to the provision of telephone 
switching equipment but is now used in 
many areas, including machine mainte- 
nance, production lines, and air trans- 
port.) 


quick ratio /,kwik 'rerfisu/ noun same 
as liquidity ratio 

quid /kwid/ noun one pound Sterling 
(slang) 

quid pro quo /,kwid prov 'kwou/ 
noun money paid or an action carried out 
in return for something O She agreed to 
repay the loan early, and as a quid pro 
quo the bank released the collateral. 


quit /kwit/ verb to resign or leave a job 
O He quit after an argument with the 
managing director. O Several of the man- 
agers are quitting to set up their own 
company. (NOTE: quitting — quit) 

quite /kwait/ adverb 1. more or less O 
she can type quite fast O He is quite a 
good salesman. O Sales were quite satis- 


factory in the first quarter. 2. very or com- 


pletely O He is quite capable of running 
the department alone. O The company is 
quite possibly going to be sold. 3.0 quite 
a few, quite a lot many O Quite a few of 
our sales staff are women. O Quite a lot of 
orders come in the pre-Christmas period. 


quorate /'kwo:reit/ adjective (meet- 
ing) with enough people to form a quo- 
rum 
COMMENT: If there is a quorum at a meet- 
ing, the meeting is said to be ‘quorate’; if 
there aren’t enough people present to 
make a quorum, the meeting is ‘in- 
quorate’. 
quorum /'kwo:rem/ noun a minimum 
number of people who have to be present 
at a meeting to make it valid o to have a 
quorum to have enough people present 
for a meeting to go ahead O Do we have a 
quorum? 


quota /'kwoutd/ noun a limited amount 


of something which is allowed to be pro- 
duced, imported, etc. 
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‘Canada agreed to a new duty-free quota 


of 600,000 tonnes a year’ [Globe 
and Mail (Toronto)]| 
quota system /'kwouto ,sistom/ 


noun 1. a system where imports or sup- 
plies are regulated by fixed maximum 
amounts 2. an arrangement for distribu- 
tion which allows each distributor only a 
specific number of items 

quotation /kwou'terf(9)n/ noun 1. an 
estimate of how much something will 
cost O They sent in their quotation for the 
job. O Our quotation was much lower 
than all the others. O We accepted the 
lowest quotation. 2. o the company is 
going for a quotation on the Stock Ex- 
change the company has applied to the 
Stock Exchange to have its shares listed O 
We are seeking a stock market quotation. 
quotation on the Stock Exchange 
/kwou,terf(ajn pn oi: 'stok ik 
,stfemnd3/ noun a listing of the price of a 
share on the Stock Exchange 

quote /kwout/ verb 1. to repeat words 
or a reference number used by someone 
else O He quoted figures from the annual 
report. O In reply please quote this 
number. O When making a complaint 
please quote the batch number printed on 
the box. O She replied, quoting the 
number of the account. 2. to estimate 














what a cost or price is likely to be O to 
quote a price for supplying stationery O 
Their prices are always quoted in dollars. 
O He quoted me a price of £1,026. O Can 
you quote for supplying 20,000 enve- 
lopes? m noun an estimate of how much 
something will cost (informal) O to give 
someone a quote for supplying computers 
O We have asked for quotes for refitting 
the shop. O Her quote was the lowest of 
three. O We accepted the lowest quote. 
“...banks operating on the foreign ex- 
change market refrained from quoting for- 
ward US/Hongkong dollar exchange 
rates’ [South China Morning Post] 


quoted company / kwəutıd 
'kamp(ə)ni/ noun a company whose 
shares can be bought or sold on the Stock 
Exchange 


quoted investments /,kwəutıd in 
'vestmənts/ noun investments which are 
listed on a Stock Exchange 


quoted shares /,kwoutid 'feəz/ plu- 
ral noun shares which can be bought or 
sold on the Stock Exchange 

qwerty keyboard /'kwa:ti ,kitbo:d/ 
noun an English language keyboard, 
where the first letters of the top row are Q- 
W-E-R-T-Y O The computer has a nor- 
mal qwerty keyboard. 


R 


rack /rek/ noun a frame to hold items 
for display O a magazine rack O Put the 
birthday-card_ display rack near the 
checkout. O We need a bigger display rack 
for these magazines. 


racket /‘rekit/ noun an illegal deal 
which makes a lot of money O She runs a 
cut-price ticket racket. 


racketeer /,reki't1o/ noun a person 
who runs a racket 


racketeering /,reki'trorin/ noun US 
the crime of carrying on an illegal busi- 
ness to make money 
*...he was charged with 98 counts of rack- 
eteering and securities fraud and went on 
to serve two years in jail. He was banned 
for life from the securities industry’ 
[Times] 
rack jobber /'ræk ,d3pbo/ noun a 
wholesaler who sells goods by putting 
them on racks in retail shops 


rack rent /ræk rent/ noun 1. a very 
high rent 2. full yearly rent of a property 
let on a normal lease 


raid /rerd/ noun a sudden attack 


raider /'rerdə/ noun a person or compa- 
ny which buys a stake in another company 
before making a hostile takeover bid. 
Also called corporate raider 
‘...bear raiding involves trying to depress 
a target company’s share price by heavy 
selling of its shares, spreading adverse ru- 
mours or a combination of the two. As an 
added refinement, the raiders may sell 
short. The aim is to push down the price so 
that the raiders can buy back the shares 
they sold at a lower price’ [Guardian] 
rail /retl/ noun a railway system O Six 
million commuters travel to work by rail 
each day. O We ship all our goods by rail. 
O Rail travellers are complaining about 
rising fares. O Rail travel is cheaper than 
air travel. a free on rail (FOR) a price 














including all the seller’s costs until the 
goods are delivered to the railway for 
shipment 
railhead /'retlhed/ noun the end of a 
railway line O The goods will be sent to 
the railhead by lorry. 
railway /'retlwet/ noun a system using 
trains to carry passengers and goods O 
The local railway station has frequent 
trains to London. O They are planning to 
close the railway line as it isn’t economic. 
O The country’s railway network is being 
modernised. (NOTE: The US term is rail- 
road.) 
raise /re1z/ noun US an increase in sal- 
ary O He asked the boss for a raise. O She 
is pleased — she has had her raise. O She 
got her raise last month. (NOTE: The UK 
term is rise.) m verb 1. to ask a meeting 
to discuss a question O to raise a question 
or a point at a meeting O In answer to the 
questions raised by Mr Smith. O The 
chairman tried to prevent the question of 
redundancies being raised. 2. 0 to raise 
an invoice to write out or print out an in- 
voice 3. to increase or to make higher O 
The government has raised the tax levels. 
O Air fares will be raised on June Ist. O 
The company raised its dividend by 10%. 
O When the company raised its prices, it 
lost half of its share of the market. O The 
organisation will raise wages if inflation 
gets worse. O This increase in production 
will raise the standard of living in the ar- 
ea. 4. to obtain money or to organise a 
loan O The company is trying to raise the 
capital to fund its expansion programme. 
O The government raises more money by 
indirect taxation than by direct. O Where 
will he raise the money from to start up 
his business? 

“...the company said yesterday that its re- 

cent share issue has been oversubscribed, 

raising A$225.5m’ [Financial Times] 














rake-off 


332 





“...investment trusts can raise capital, but 
this has to be done as a company does, 
by a rights issue of equity’ [Investors 
Chronicle] 

“...over the past few weeks, companies 
raising new loans from international banks 
have been forced to pay more’ [Financial 
Times] 

rake in phrasal verb to gather some- 
thing together o to rake in cash, to 
rake it in to make a lot of money 


rake-off /‘rerk pf/ noun a person’s share 
of profits from a deal, especially if ob- 
tained illegally O The group gets a rake- 
off on all the company’s sales. O He gota 
£100,000 rake-off for introducing the new 
business. (NOTE: The plural is rake-offs.) 


rally /'ræli/ noun a rise in price when the 
trend has been downwards O Shares 
staged a rally on the Stock Exchange. O 
After a brief rally shares fell back to a 
new low. m verb to rise in price, when the 
trend has been downwards O Shares ral- 
lied on the news of the latest government 
figures. 
“...when Japan rallied, it had no difficulty 
in surpassing its previous all-time high, 
and this really stretched the price- 
earnings ratios into the stratosphere’ 
[Money Observer] 
“...bad news for the US economy ulti- 
mately may have been the cause of a late 














rally in stock prices yesterday’ 
[Wall Street Journal] 
RAM /ræm/ abbr random access memo- 
ry 


ramp /remp/ noun an act of buying 
shares in order to force up the price (as 
when a company buys its own shares ille- 
gally during a takeover bid) 


R&D abbr research and development 


random /'rændəm/ adjective done 
without making any special selection o at 
random without special selection O The 
director picked out two sales reports at 
random. 


random access memory /,rendom 
'ækses ,mem(9)ri/ noun memory that al- 
lows access to any location in any order 
without having to access the rest of mem- 
ory. Abbreviation RAM 


random check /,rendom 'tfek/ noun 
a check on items taken from a group with- 
out any special selection 














random error /,rendom 'erə/ noun a 
computer error for which there is no spe- 
cial reason 

random sample /,rzendom 'sa:mpol/ 
noun a sample taken without any selec- 
tion 

random sampling = _/,rendom 
‘sarmplin/ noun the action of choosing 
of samples for testing without any special 
selection 


range /reind3/ noun 1. a series of items 
O Their range of products or product 
range is too narrow. O We offer a wide 
range of sizes or range of styles. O There 
are a whole range of alternatives for the 
new salary scheme. 2. a spread of sizes or 
amounts within fixed limits O We make 
shoes in a wide range of prices. O The 
company’s salary scale ranges from 
£5,000 for a trainee to £50,000 for the 
managing director. 3. a set of activities or 
products of the same general type or vari- 
ety O This falls within the company’s 
range of activities. ™ verb to be within a 
group of sizes or amounts falling within 
fixed limits O The company sells products 
ranging from cheap downmarket pens to 
imported luxury items. O The company’s 
salary scale ranges from £10,000 for a 
trainee to £150,000 for the managing di- 
rector. O Our activities range from mining 
in the USA to computer services in Scot- 
land. 


rank /ræņk/ noun a position in a compa- 
ny or an organisation, especially one 
which shows how important someone is 
relative to others O All managers are of 
equal rank. O Promotion means moving 
up from a lower rank. o in rank order in 
order according to position of importance 
m verb 1. to classify in order of impor- 
tance O Candidates are ranked in order of 
their test results. O Deferred ordinary 
shares do not rank for dividend. 2. to be 
in a position O The non-voting shares 
rank equally with the voting shares. O De- 














ferred ordinary shares do not rank for 














dividend. o all managers rank equally 
all managers have the same status in the 
company 

rank and file /,renk on 'farl/ noun the 
ordinary members of a trade union or oth- 
er association O The rank and file of the 
trade union membership. O The decision 
was not liked by the rank and file. 0 rank- 
and-file members ordinary members 
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ranking /‘renkin/ adjective in a certain 
position O a high-ranking official o she is 
the top-ranking, the senior-ranking of- 
ficial in the delegation she is the member 
of the delegation who occupies the high- 
est official post 


rare /rea/ adjective not common O Expe- 
rienced salesmen are rare these days. O It 
is rare to find a small business with good 
cash flow. 


rarely /'reəli/ adverb not often O The 
company’s shares are rarely sold on the 
Stock Exchange. O The chairman is rarely 
in his office on Friday afternoons. 


rata /‘ra:to/ » pro rata 


rate /reit/ noun 1. the money charged 
for time worked or work completed 2. an 
amount of money paid, e.g. as interest or 
dividend, shown as a percentage 3. the 
value of one currency against another O 
What is today’s rate or the current rate for 
the dollar? a to calculate costs on a 
fixed exchange rate to calculate costs on 
an exchange rate which does not change 
4. an amount, number or speed compared 
with something else O the rate of increase 
in redundancies © The rate of absentee- 
ism or The absenteeism rate always in- 
creases in fine weather. @ verb o to rate 
someone highly to value someone, to 
think someone is very good 
“...state-owned banks cut their prime rate 
a percentage point to 11% [Wall 
Street Journal] 
“...the unions had argued that public sec- 
tor pay rates had slipped behind rates ap- 
plying in private sector employment’ 
[Australian Financial Review] 
“...royalties have been levied at a rate of 
12.5% of full production’ [Lloyd’s List] 
‘...the minister is not happy that banks are 
paying low interest on current accounts of 
less than 10 per cent, but are charging rates 
of between 60 and 71 per cent on loans’ 
[Business in Africa] 
rateable value /,rettab(a)l 'veelju:/ 
noun a value of a property as a basis for 
calculating local taxes 
rate card /'rert ka:d/ noun a list of 
charges for advertising issued by a news- 
paper or magazine 
rate of exchange /rert ov tks 
'tfernd3/ noun same as exchange rate 
O The current rate of exchange is $1.60 to 
the pound. 






































funds for investment 


rate of inflation /,re1t ov m'fle1J(9)n/ 
noun the percentage increase in prices 
over a twelve-month period 

rate of interest /,rert ov ‘mntrost/ 
noun same as interest rate 

rate of production /,reit ov pro 
'dakfən/ noun the speed at which items 
are made. Also called production rate 
rate of return /,reit ov ri'ta:n/ noun 
the amount of interest or dividend which 
comes from an investment, shown as a 
percentage of the money invested 

rate of sales /,reit ov 'se1rlz/ noun the 
speed at which units are sold 

rate of unemployment /,reit ov 
,Anim'plormont/ noun same as unem- 
ployment rate 

rates plural noun local UK taxes for- 
merly levied on property in the UK and 
now replaced by the council tax 
ratification /,rzttf1'ke1f(a)n/ noun of- 
ficial approval O The agreement has to go 
to the board for ratification. 

ratify /‘reetrfat/ verb to approve official- 
ly O The agreement has to be ratified by 
the board. (NOTE: ratifies — ratifying — 
ratified) 

rating /‘reit1n/ noun 1. the act of giving 
something a value, or the value given 2. 
the valuing of property for local taxes. ù 
ratings 

rating officer /‘re1t1n ,ofiso/ noun an 
official in a local authority who decides 
the rateable value of a commercial prop- 
erty 

ratings /‘reit1z/ plural noun the esti- 
mated number of people who watch TV 
programmes O The show is high in the 
ratings, which means it will attract good 
publicity. 

ratio /'rerfiou/ noun a proportion or 
quantity of something compared to some- 
thing else O the ratio of successes to fail- 
ures O Our product outsells theirs by a ra- 
tio of two to one. O With less manual work 
available, the ratio of employees to man- 
agers is decreasing. 

ration /'ræf(ə)n/ verb to allow someone 
only a certain amount (of food or money) 
O to ration investment capital or to ration 
to ration mort- 
gages to make only a certain amount of 
money available for house mortgages, 
and so restrict the number of mortgages 
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which can be given O Mortgages are ra- 
tioned for first-time buyers. 

rationale /,reJo'na:l/ noun a set of rea- 
sons for doing something O J do not un- 
derstand the rationale behind the deci- 
sion to sell the warehouse. 
rationalisation /ræf(ə)nəlar 
'ze1f(a)n/, rationalization noun a proc- 
ess designed to make an organisation effi- 
cient and profitable again when its per- 
formance or results have been poor, 
which usually involves changes in organ- 
isation structure, redundancies, plant clo- 
sures and cutbacks in supplies and re- 
sources (NOTE: The term is also used in 
a cynical way as a euphemism for mass 
redundancies.) 

rationalise /'ref(s)nolaiz/, rational- 
ize verb to make something more effi- 
cient O The rail company is trying to ra- 
tionalise its freight services. O The organ- 
isation is trying to rationalise its salary 
scales. 


rationing /'rzJ(9)n1m/ noun the act of 
allowing only a certain amount of some- 
thing to be sold O There may be a period 
of food rationing this winter. O Building 
societies are warning of mortgage ration- 
ing. 

rat race /'rzt reis/ noun competition 
for success in business or in a career O He 
decided to get out of the rat race and buy 
a small farm. 


raw data /,ro: 'dertə/ noun data as it is 
put into a computer, without being ana- 
lysed 

raw materials /ro: ma'tiorialz/ plural 
noun basic materials which have to be 
treated or processed in some way before 
they can be used, e.g. wood, iron ore or 
crude petroleum 

Rd abbr road 

R/D abbr refer to drawer 

re /ri:/ preposition about, concerning or 
referring to O re your inquiry of May 29th 
O re: Smith’s memo of yesterday O re: the 
agenda for the AGM 

re- /ri:/ prefix again 

react /ri'ækt/ verb o to react to to do or 
to say something in reply to what some- 
one has done or said O Shares reacted 
sharply to the fall in the exchange rate. O 
How will the chairman react when we tell 
him the news? 














readjust /,ri:o'd3ast/ verb to adjust 
something again or in a new way, or to 
change in response to new conditions O to 
readjust prices to take account of the rise 
in the costs of raw materials O to readjust 
salary scales O Share prices readjusted 
quickly to the news of the devaluation. 
readjustment /,ri:o'd3astmont/ noun 
an act of readjusting O a readjustment in 
pricing O After the devaluation there was 
a period of readjustment in the exchange 
rates. 

read only memory (ROM) /,ri:d 
,ounli 'memori/ noun a computer memo- 
ry device that has had data written into it 
when it is manufactured, and so can only 
be read but not written to 

readvertise /ri:'dvatatz/ verb to ad- 
vertise again O All the candidates failed 
the test so we will just have to readvertise. 
to readvertise a post to put in a second 
advertisement for a vacant post 
readvertisement /,ri:od'v3:tismont/ 
nouna second advertisement for a vacant 
post O The readvertisement attracted only 
two new applicants. 

ready /'redi/ adjective 1. fit to be used 
or to be sold O The order will be ready for 
delivery next week. O The driver had to 
wait because the shipment was not ready. 
2. quick o these items find a ready sale 
in the Middle East these items sell rapid- 
ly or easily in the Middle East 

ready cash /,redi 'kæf/ noun money 
which is immediately available for pay- 
ment 

ready-made /,redi 'meid/, ready-to- 
wear / redi to 'weo/ adjective referring 
to clothes which are mass-produced and 
not made for each customer personally O 
The ready-to-wear trade has suffered 


























from foreign competition. 


ready money /,redi 'mani/ noun cash 
or money which is immediately available 


real /rial/ adjective 1. genuine and not 
an imitation O His case is made of real 
leather or he has a real leather case. O 
That car is a real bargain at £300. 2. (of 
prices or amounts) shown in terms of 
money adjusted for inflation o in real 
terms actually or really O Salaries have 
gone up by 3% but with inflation running 
at 5% that is a fall in real terms. 

“...real wages have been held down dra- 

matically: they have risen as an annual rate 
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of only 1% 
[Sunday Times] 
‘sterling M3 rose by 13.5% in the year 
to August — seven percentage points faster 
than the rate of inflation and the biggest in- 
crease in real terms for years’ [Economist] 
‘Japan’s gross national product for the 
April-June quarter dropped 0.4% in real 
terms from the previous quarter’ 
[Nikkei Weekly] 
“...the Federal Reserve Board has eased 
interest rates in the past year, but they are 
still at historically high levels in real 
terms’ [Sunday Times] 
real earnings /riol '3:n1yz/, real wag- 
es /rial 'werd31z/ plural noun income 
which is available for spending after tax 
and other contributions have been deduct- 
ed, corrected for inflation. Also called 
real income, real wages 


real estate /‘rial 1,stert/ noun property 
in the form of land or buildings 
“...0n top of the cost of real estate, the in- 
vestment in inventory and equipment to 
open a typical warehouse comes to around 
$5 million’ [Duns Business Month] 
real estate agent /'rial 1,steit 
,erdzont/ noun US a person who sells 
property for customers 


real estate developer /rial 1,stert di 
'veləpə/ noun a person or company that 
erects buildings on vacant land or im- 
proves buildings to increase their value 


realign /ri:ə'larn/ verb to change the re- 
lationship between things O to realign 
currencies 


realignment /,ri:o'larnmant/ noun the 
process of changing a system, so that dif- 
ferent parts are in a different relationship 
to each other o a currency realignment 
a change in the international exchange 
rates 


real income /rial 'Inkam/ noun same 
as real earnings 


realisable assets /riolarzab(a)l 
'æsets/ noun assets which can be sold for 
money 


realisation /,riolar'zerf(o)n/, realiza- 
tion noun 1. a gradual understanding O 
The chairman’s realisation that he was 
going to be outvoted. 2. the act of making 
real o the realisation of a project putting 
a project into action O The plan moved a 
stage nearer realisation when the con- 
tracts were signed. 


in the last two years’ 


























realisation of assets 
/ riala1zerf(a)n ov 'æsets/ noun the act 
of selling of assets for money 


realise /'rrala1z/, realize verb 1. to un- 
derstand clearly O He soon realised the 
meeting was going to vote against his 
proposal. O The small shopkeepers real- 
ised that the hypermarket would take 
away some of their trade. O When she 
went into the manager’s office she did not 
realise she was going to be promoted. 2. 
to make something become real o to real- 
ise a project or a plan to put a project or 
a plan into action 3. to sell for money O 
The company was running out of cash, so 
the board decided to realise some proper- 
ty or assets. O The sale realised £100,000. 
really /'rrali/ adverb in fact O The com- 
pany is really making an acceptable prof- 
it. O The office building really belongs to 
the chairman’s father. O The shop is real- 
ly a general store, though it does carry 
some books. 

real time /'rial tarm/ noun the time 
when a computer is working on the 
processing of data while the event to 
which the data refers is actually taking 
place O The website allows you to check 
share prices in real time or gives real time 
information on share prices. 

real time company /rrəl tam 
'kamp(a)ni/ noun a company that can re- 
spond immediately to customer demands 
by communicating over the Internet 

real time manager /,rrol tarım 
'mænıd3ə/ noun a manager who uses the 
Internet or similar technologies to provide 
the immediate service that customers ex- 
pect 

real-time system /'rial tarm ,sistom/ 
noun a computer system where data is in- 
putted directly into the computer which 
automatically processes it to produce in- 
formation which can be used immediately 
realty /‘rialti/ noun property or real es- 
tate 

real wages /rial 'we1d31z/ plural noun 
same as real earnings 

reapplication / rirepli'kerf(o)n/ 
noun a second or subsequent application 
for a job 

reapply /,ri:o'plai/ verb to apply again 
O When he saw that the job had still not 
been filled, he reapplied for it. (NOTE: re- 
applies — reapplying — reapplied) 
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reappoint /,ri:o'pomt/ verb to appoint 
someone again O She was reappointed 
chairman for a further three-year period. 


reappointment /,riza'pomntmont/ 
noun the act of being reappointed O On 
her reappointment as chairman, she 
thanked the board for their support. O 
The board decided to offer him reappoint- 
ment for a further two years at the end of 
his fixed-term contract. 


reason /'ri:z(9)n/ noun an explanation 
as to why something has happened O the 
airline gave no reason for the plane’s late 
arrival O The chairman was asked for his 
reasons for cancelling the meeting. O The 
company gave no reason for the sudden 
closure of the factory. 


reasonable /‘ri:z(9)nab(9)I/ adjective 
1. sensible, or not annoyed O The manag- 
er of the shop was very reasonable when 
I tried to explain that I had left my credit 
cards at home. n no reasonable offer re- 
fused we will accept any offer which is 
not extremely low 2. moderate or not ex- 
pensive O The union has decided to put in 
a reasonable wage claim. 


reassess /rita'ses/ verb to assess 
again O The manager was asked to reas- 
sess the department staff, after the assess- 
ments were badly done by the supervi- 
sors. 


reassessment /ri:o'sesmont/ noun a 
new assessment 


reassign /,ri:o'sam/ verb to assign 
something again or to assign someone to 
a new position 


reassignment /,ri:o'sarnmont/ noun 
a new assignment 


reassure /,ri:9'fUa/ verb 1. to make 
someone calm or less worried O The mar- 
kets were reassured by the government 
statement on import controls. O The man- 
ager tried to reassure her that she would 
not lose her job. 2. to reinsure, to spread 
the risk of an insurance by asking another 
insurance company to cover part of it and 
receive part of the premium 


rebate /'ri:bert/ noun 1. a reduction in 
the amount of money to be paid O We are 
offering a 10% rebate on selected goods. 
2. money returned to someone because 
they have paid too much O She got a tax 
rebate at the end of the year. 














rebound /ri'baund/ verb to go back up 
again quickly O The market rebounded on 
the news of the government’s decision. 
recall /r1'ko:1/ verb (of a manufacturer) 
to ask for products to be returned because 
of possible faults O They recalled 10,000 
washing machines because of a faulty 
electrical connection. ™ noun the ability 
to remember an advertisement 
recd abbr received 
receipt /r1'si:t/ noun 1. a piece of paper 
showing that money has been paid or that 
something has been received O He kept 
the customs receipt to show that he had 
paid duty on the goods. O She lost her taxi 
receipt. O Keep the receipt for items pur- 
chased in case you need to change them 
later. 2. the act of receiving something O 
Goods will be supplied within thirty days 
of receipt of order. O Invoices are payable 
within thirty days of receipt. O On receipt 
of the notification, the company lodged an 
appeal. 0 to acknowledge receipt of a 
letter to write to say that you have re- 
ceived a letter O We acknowledge receipt 
of your letter of the 15th. ò receipts m 
verb to stamp or to sign a document to 
show that it has been received, or to stamp 
an invoice to show that it has been paid O 
Receipted invoices are filed in the ring 
binder. 
receipt book /ri'si:t buk/ noun a book 
of blank receipts to be filled in when pur- 
chases are made 
receipts /ri'si:ts/ plural noun money 
taken in sales O to itemise receipts and ex- 
penditure © Receipts are down against 
the same period of last year. 
“...the public sector borrowing require- 
ment is kept low by treating the receipts 
from selling public assets as a reduction in 
borrowing’ [Economist] 
“...gross wool receipts for the selling sea- 
son to end June appear likely to top $2 bil- 
lion’ [Australian Financial Review] 
receipts and payments basis /r1 
\Siits on 'permonts ,bersıs/ noun a 
method of preparing the accounts of a 
business, where receipts and payments 
are shown at the time when they are 
made, as opposed to showing debits or 
credits which are outstanding at the end of 
the accounting period. Also called ‘cash 
basis’. 
receivable /ri'si:vab(a)l/ adjective 
able to be received 














337 


recognised agent 





receivables | /ri'si:vab(a)lz/ plural 
noun money which is owed to a company 
receive /ri'sitv/ verb to get something 
which is given or delivered to you O We 
received the payment ten days ago. O The 
employees have not received any salary 
for six months. O The goods were re- 
ceived in good condition. o ‘received 
with thanks’ words put on an invoice to 
show that a sum has been paid 
receiver /ri'sitva/ noun 1. a person 
who receives something O He signed as 
receiver of the shipment. 2. same as Offi- 
cial receiver 
receivership /ri'si:vof1p/ noun o the 
company went into receivership the 
company was put into the hands of a re- 
ceiver 
“...it suggests a classic case for receiver- 
ship. There appear to be good businesses 
to be sold to the right owner within a group 
that is terminally sick’ [Times] 
receiving /r1'si:vin/ noun an act of get- 
ting something which has been delivered 
receiving clerk /ri'si:xvıņ kla:k/ noun 
an official who works in a receiving office 
receiving department /ri'si:vin dr 
,pa:tmont/ noun a section of a company 
which deals with incoming goods or pay- 
ments 
receiving office /r1'si:vin ,vfis/ noun 
an office where goods or payments are re- 
ceived 
receiving order /ri'si:vin ,9:do/ noun 
an order from a court appointing an offi- 
cial receiver to a company 
reception /ri'sepfon/ noun a place in a 
hotel or office where visitors register or 
say who they have come to see 
reception clerk /ri'sepf(9)n kla:k/ 
noun a person who works at a reception 
desk 
reception desk /ri'sepf(a)n desk/ 
noun a desk where customers or visitors 
check in 


receptionist /ri'sepfonist/ noun a 
person in a hotel or office who meets 
guests or clients, answers the phone, etc. 
recession /ri'sef(9)n/ noun a period 
where there is a decline in trade or in the 
economy O The recession has reduced 
profits in many companies. O Several 
firms have closed factories because of the 
recession. 














COMMENT: There are various ways of de- 
ciding if a recession is taking place: the 
usual one is when the GNP falls for three 
consecutive quarters. 
recipient /ri'stpiont/ noun a person 
who receives something O She was the re- 
cipient of an allowance from the compa- 
ny. O He was the recipient of the award 


for salesperson of the year. O A registered 


letter must be signed for by the recipient. 


reciprocal /ri'stprak(9)l/ adjective 
done by one person, company or country 
to another one, which does the same thing 
in return O We signed a reciprocal agree- 
ment or a reciprocal contract with a Rus- 
sian company. 


reciprocal holdings /r1,stprok(o)l 
‘hauldinz/ plural noun a situation where 
two companies own shares in each other 
to prevent takeover bids 


reciprocal trade /r1,stprak(a)I 'trerd/ 
noun trade between two countries 


reciprocate /ri'stprokert/ verb to do 
the same thing for someone as that person 
has done for you O They offered us an ex- 
clusive agency for their cars and we re- 
ciprocated with an offer of the agency for 
our buses. 
“,..in 1934 Congress authorized President 
Roosevelt to seek lower tariffs with any 
country willing to reciprocate’ [Duns 
Business Month] 


reckon /'rekon/ verb 1. to calculate 
something O to reckon the costs at 
£25,000 © We reckon the loss to be over 
£1m. O They reckon the insurance costs to 
be too high. 2. o to reckon on to depend 
on, to expect something to happen O They 
reckon on being awarded the contract. O 
He can reckon on the support of the man- 
aging director. 

reclaim /ri'kle1m/ verb to claim some- 
thing which you owned before O After he 
stopped paying the hire purchase instal- 
ments, the finance company tried to re- 
claim his car. 


recognise /'rekagnaiz/, recognize 
verb o to recognise a union to agree that 
a union can act on behalf of employees in 
a company O Although more than half the 
staff had joined the union, the manage- 
ment refused to recognise it. 


recognised agent /,rekognaizd 
‘erd3zont/ noun an agent who is approved 
by the company for which they act 
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recommend /,reka'mend/ verb 1. to 
suggest that something should be done O 
The investment adviser recommended 
buying supermarket shares. O We do not 
recommend bank shares as a safe invest- 
ment. O The management consultant rec- 
ommended a different form of pay struc- 
ture. 2. to say that someone or something 
is good O He recommended a shop in the 
High Street for shoes. O I certainly would 
not recommend Miss Smith for the job. O 
The board meeting recommended a divi- 
dend of 10p a share. O Can you recom- 
mend a good hotel in Amsterdam? 
“...the supermarkets have been fair with 
pricing — not trying to beat us down as 
many people might think. They are all sell- 
ing at the recommended price which 
means the same as our smaller retail cus- 
tomers’ [The Grocer] 
recommendation / rekomen 
‘derf(o)n/ noun an act of saying that 
someone or something is good O We ap- 
pointed him on the recommendation of his 
former employer. 
recommended retail price 
/,rekomendid 'ri:xterl prars/ noun the 
price at which a manufacturer suggests a 
product should be sold on the retail mar- 
ket, though this may be reduced by the re- 
tailer. Abbreviation RRP. Also called ad- 
ministered price 
reconcile /'rekansatl/ verb to make 
two financial accounts or statements 
agree O She is trying to reconcile one ac- 
count with another or to reconcile the two 
accounts. 
reconciliation /,rekonsili'e1f(a)n/, 
reconcilement /'rekonsailmont/ noun 
the act of making two accounts or state- 
ments agree 
reconciliation statement 
/,rekonstli'e1J(a)n ,stertmont/ noun a 
statement which explains how two ac- 
counts can be made to agree 
reconstruction = /,ri:kan'strakfan/ 
noun 1. the process of building again O 
The economic reconstruction of an area 
after a disaster. 2. new way of organizing 
the reconstruction of a company re- 
structuring the finances of a company by 
transferring the assets to a new company 
record noun /'reko:d/ 1. a report of 
something which has happened O The 
chairman signed the minutes as a true 
record of the last meeting. O She has a 

















very poor time-keeping record. o for the 
record or to keep the record straight in 
order that everyone knows what the real 
facts of the matter are O For the record, I 
should like to say that these sales figures 
have not yet been checked by the sales de- 
partment. o on record reported in a pub- 
lished document, e.g. in a newspaper O 
The chairman is on record as saying that 
profits are set to rise. 0 off the record un- 
officially, in private O He made some re- 
marks off the record about the disastrous 
home sales figures. 2. a description of 
what has happened in the past O the sales- 
person’s record of service or service 
record O the company’s record in indus- 
trial relations 3. a success which is better 
than anything before O Last year was a 
record year for the company. O Our top 
sales rep has set a new record for sales 
per call. o record sales, record losses, 
record profits sales, losses or profits 
which are higher than ever before o we 
broke our record for June we sold more 
than we have ever sold before in June O 
Sales last year equalled the record set in 
1997. @ verb /r1'ko:d/ to note or report 
something O The company has recorded 
another year of increased sales. 
record-breaking /'reko:d_,bretkin/ 
adjective better or worse than anything 
which has happened before O We are 
proud of our record-breaking profits in 
2000. 

record date /'reko:d deit/ noun the 
date when a computer data entry or record 
is made 

recorded delivery /ri,ko:did di 
‘liv(9)ri/ noun a mail service where the 
letters are signed for by the person receiv- 
ing them O We sent the documents (by) re- 
corded delivery. 

recording /r1'ko:diy/ noun the act of 
making a note of something O the record- 
ing of an order or of a complaint 
records /'reko:dz/ plural noun docu- 
ments which give information O The 
names of customers are kept in the com- 
pany’s records. O We find from our 
records that our invoice number 1234 has 
not been paid. 

recoup /ri'ku:p/ verb o to recoup your 
losses to get back money which you 
thought you had lost 

recourse /ri'ko:s/ noun a right of a 
lender to compel a borrower to repay 







































































339 


redistribute 








money borrowed o to decide to have re- 
course to the courts to obtain money 
due to decide in the end to sue someone 
to obtain money owed o without re- 
course words used to show that the en- 
dorser of a bill (as an agent acting for a 
principal) is not responsible for paying it 
recover /ri'kavo/ verb 1. to get back 
something which has been lost O to re- 
cover damages from the driver of the car 
O to start a court action to recover prop- 
erty O He never recovered his money. O 
The initial investment was never recov- 
ered. 2. to get better, to rise O The market 
has not recovered from the rise in oil pric- 
es. O The stock market fell in the morning, 
but recovered during the afternoon. 
recoverable /ri'kav(9)rab(a)l/ adjec- 
tive possible to get back 

recovery /ri'kav(9)ri/ noun 1. the act 
of getting back something which has been 
lost O to start an action for recovery of 
property O We are aiming for the com- 
plete recovery of the money invested. 2. a 
movement upwards of shares or of the 
economy O signs of recovery after a 
slump © The economy staged a recovery. 
recovery share /ri'kav(a)ri feə/ 
noun a share which is likely to go up in 
value because the company’s perform- 
ance is improving 

recruit /ri'kru:t/ verb o to recruit new 
staff to search for and appoint new staff to 
join a company O We are recruiting staff 
for our new store. @ noun a new member 
of staff O The induction programme for 
recruits begins on Wednesday. 
recruitment /ri'kru:tmont/, recruit- 
ing /ri'kru:tin/ noun o the recruitment 
of new staff the process of looking for 
new staff to join a company 
rectification /,rektrfi'ke1f(9)n/ noun 
correction 

rectify /‘rektrfat/ verb to correct some- 
thing, to make something right O to recti- 
fy an entry (NOTE: rectifies — rectifying 
— rectified) 

recurrent /ri'karant/ adjective hap- 
pening again and again O a recurrent item 
of expenditure O There is a recurrent 
problem in supplying this part. 

recycle /ri:'satk(a)l/ verb 1. to take 
waste material and process it so that it can 
be used again 2. to use money in a differ- 
ent way (as by investing profits from in- 















































dustry in developing environmental re- 
sources) 

red /red/ noun the colour of debit or 
overdrawn balances in some bank state- 
ments o in the red showing a debit or loss 
O My bank account is in the red. O The 
company went into the red in 1998. O The 
company is out of the red for the first time 
since 1990. 

redeem /ri'di:m/ verb 1. to pay off a 
loan or a debt O to redeem a mortgage O 
to redeem a debt 2. o to redeem a bond 
to sell a bond for cash 

redeemable /ri'di:mab(a)I/ adjective 
referring to a bond which can be sold for 
cash 

redemption /r1'dempJon/ noun 1. the 
repayment of a loan o redemption be- 
fore due date paying back a loan before 
the date when repayment is due 2. the re- 
payment of a debt O redemption of a 
mortgage 

redemption date /ri'dempfon dert/ 
noun a date on which a loan or debt is due 
to be repaid 

redemption value  /ri'dempfon 
,veelju:/ noun a value of a security when 
redeemed 

redemption yield /ri'dempfon ji:ld/ 
noun a yield on a security including inter- 
est and its redemption value 

redeploy /,ri:dr'plot/ verb to move em- 
ployees from one place to another or from 
one type of job to another O We closed the 
design department and redeployed the 
workforce in the publicity and sales de- 
partments. 

redeployment /,ri:d1'plormant/ noun 
the act of moving employees from one 
place of work to another or from one type 
of job to another 

redevelop /ri:di'velap/ verb to knock 
down the buildings on a site, and build 
new ones 

redevelopment = /,ri:di'velopmont/ 
noun the action of knocking down of ex- 
isting buildings to replace them with new 
ones O The redevelopment plan was re- 
jected by the planning committee. 

red goods /'red gudz/ plural noun 
fast-selling convenience goods, especial- 
ly food items. Compare orange goods, 
yellow goods 

redistribute /,ri:dr'stribju:t/ verb to 
move items, work or money to different 
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areas or people O The government aims to 
redistribute wealth by taxing the rich and 
giving grants to the poor. O The orders 
have been redistributed among the com- 
pany’s factories. 


redistribution of wealth 
/ri:distribju:san əv 'wel@/ noun the 
process of sharing wealth among the 
whole population 


redraft /ri:'dra:ft/ verb to draft again O 
The whole contract had to be redrafted to 
take in the objections from the chairman. 


red tape /,red 'terp/ noun official pa- 
perwork which takes a long time to com- 
plete O The start of the new project has 
been held up by extra checks and govern- 
ment red tape. 


reduce /ri'dju:s/ verb 1. to make some- 
thing smaller or lower O We must reduce 
expenditure if we want to stay in business. 
O They have reduced prices in all depart- 
ments. O We were expecting the govern- 
ment to reduce taxes not to increase them. 
O We have made some staff redundant to 
reduce overmanning. O The company re- 
duced output because of a fall in demand. 
O The government’s policy is to reduce 
inflation to 5%. o to reduce staff to make 
employees redundant in order to have a 
smaller number of staff 2. to lower the 
price of something O Carpets have been 
reduced from £100 to £50. 

reduced /ri'dju:st/ adjective lower O 
Reduced prices have increased unit sales. 
O Prices have fallen due to a reduced de- 
mand for the goods. 

reduced rate /ri,djuist 'rert/ noun a 
specially cheap charge 

reduction /ri'dakfon/ noun an act of 
making something smaller or less O Re- 
duction in demand has led to the cancel- 
lation of several new projects. O The com- 
pany was forced to make reductions in its 
advertising budget. O Price reductions 
have had no effect on our sales. O Work- 
ing only part-time will mean a significant 
reduction in take-home pay. 
redundancy /ri'dandonsi/ noun 1. the 
dismissal of a person whose job no longer 
needs to be done 2. a person who has lost 
a job because they are not needed any 
more O The takeover caused 250 redun- 
dancies. 


redundancy package /ri'dandonsi 
,peekid3/ noun various benefits and pay- 














ments given to a worker who is being 
made redundant 

redundancy payment /ri'dandonsi 
,permont/ noun a payment made to an 
employee to compensate for losing his or 
her job 

redundant /ri'dandont/ adjective 1. 
more than is needed, useless O a redun- 
dant clause in a contract O The new leg- 
islation has made clause 6 redundant. O 
Retraining can help employees whose old 
skills have become redundant. 2. 0 to 
make someone redundant to dismiss an 
employee who is not needed any more 
redundant staff /ri,dandont 'sta:f/ 
noun staff who have lost their jobs be- 
cause they are not needed any more 
re-elect /,ri: 1'lekt/ verb to elect again 
O he was re-elected chairman 
re-election /,ri: r'lekfon/ noun the 
process of being elected again o she is el- 
igible to stand for re-election it is possi- 
ble for her to be re-elected if she wants 
re-employ /,ri:im'plo1/ verb to employ 
someone again O He came back to the 


























factory hoping to be re-employed. 


re-employment /rixm'plormənt/ 
noun the act of employing someone again 
re-engage /,ri:in'ge1d3/ verb to re-em- 
ploy someone, but not necessarily in the 
same job o to re-engage staff to employ 
staff again 

re-engineering /,ri: ,end3r'niorin/ 
noun a management theory that encour- 
ages the reorganisation of a business by 
taking account of the market value each 
department adds to the products the busi- 
ness produces 

re-entry /,ri:'entri/ noun an act of com- 
ing back in again 

re-entry visa /,ri: 'entri ,vi:zo/ noun a 
visa which allows someone to leave a 
country and go back in again 
re-examination /,ri: 1g,zem1'nerfon/ 
noun an act of examining something 
which has already been examined before 
re-examine /,ri:1g'zzemin/ verb to ex- 
amine something again 

re-export /,ri:ek'spo:t/ noun the ex- 
porting of goods which have been import- 
ed O The port is a centre for the re-export 
trade. O We import wool for re-export. O 
The value of re-exports has increased. W 
verb to export something which has been 
imported 
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re-exportation /,ri:zekspo:'terJ(a)n/ 
noun the exporting of goods which have 
been imported 


ref abbr reference 


refer /r1'fs:/ verb 1. to mention, to deal 
with or to write about something O refer- 
ring to your letter of June 4th O We refer 
to your estimate of May 26th. O He re- 
ferred to an article which he had seen in 
the ‘Times’. 2. to pass a problem on to 
someone else to decide O The board has 
decided to refer the question to a commit- 
tee. O We have referred your complaint to 
our supplier. 3. ‘refer to drawer’ 
words written on a cheque which a bank 
refuses to pay and returns it to the person 
who wrote it. Abbreviation R or D o the 
bank referred the cheque to drawer the 
bank returned the cheque to person who 
wrote it because there was not enough 
money in the account to pay it 


referee /,refa'ri:/ noun a person such as 
a former employer or teacher who can 
give a report on someone’s character, 
ability or job performance O She gave the 
name of her boss as a referee. O When ap- 
plying please give the names of three ref- 
erees. O He chose his former headmaster 
as referee. 


reference /'ref(ə)rəns/ noun 1. the 
process of mentioning or dealing with 
something O with reference to your letter 
of May 25th 2. a series of numbers or let- 
ters which make it possible to find a doc- 
ument which has been filed O our refer- 
ence: PC/MS 1234 O Thank you for your 
letter (reference 1234). O Please quote 
this reference in all correspondence. 3. a 
written report on someone’s character or 
ability O to write someone a reference or 
to give someone a reference O to ask ap- 
plicants to supply references o to ask a 
company for trade references or for 
bank references to ask for reports from 
traders or a bank on the company’s finan- 
cial status and reputation 4. a person such 
as a former employer or teacher who can 
give a report on someone’s character, 
ability or job performance O He gave the 
name of his former manager as a refer- 
ence. O Please use me as a reference if 
you wish. 


reference site /'ref(9)rans sait/ noun 
a customer site where a new technology is 
being used successfully 






































refinance /,ri:'famzens/ verb 1. to re- 
place one source of finance with another 
2. to extend a loan by exchanging it for a 
new one (normally done when the terms 
of the new loan are better) 


refinancing /ri:'famznsiy/ noun 

refinancing of a loan the act of taking out 

a new loan to pay back a previous loan 
“_..the refinancing consisted of a two-for- 
five rights issue, which took place in Sep- 
tember this year, to offer 55.8m shares at 
2p and raise about œ925,000 net of ex- 
penses’ [Accountancy] 


refit /ri:'f1t/ verb to fit out (a shop, facto- 
ry or office) again O the shop is being re- 














fitted (NOTE: refitting — refitted) 


refitting /ri:'fıtıg/ noun the process of 
fitting out (a shop, factory or office) again 
O The refitting of the shop is more expen- 
sive than we thought. O Refitting the con- 


ference room has disturbed the office rou- 


tine. 


reflate /ri:'flett/ verb o to reflate the 
economy to stimulate the economy by in- 
creasing the money supply or by reducing 
taxes, often leading to increased inflation 
O The government’s attempts to reflate 
the economy were not successful. 


reflation /ri:'fle1f(a)n/ noun an act of 
stimulating the economy by increasing 
the money supply or by reducing taxes 


reflationary measures Iri: 
flerf(e)n(a)ri 'mefəz/ plural noun ac- 
tions which are likely to stimulate the 
economy 

refresher course /ri'frefə ko:s/ noun 


a course of study designed to bring exist- 
ing skills or knowledge up to date O Re- 








fresher courses were given to anyone who 


had not used this machinery for some 
time. O She went on a refresher course in 
bookkeeping. 


refund noun /'ri:fand/ money paid back 
O The shoes don’t fit — I’m going to ask 


for a refund. O She got a refund after com- 


plaining to the manager. @ verb /r1'fand/ 
to pay back money O to refund the cost of 
postage O All money will be refunded if 
the goods are not satisfactory. 


refundable /ri'fandob(s)l/ adjective 
possible to pay back O We ask for a re- 


fundable deposit of £20. O The entrance 
fee is refundable if you purchase £5 worth 


of goods. 
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refusal /r1'fju:z(o)l/ noun an act of say- 
ing no O his request met with a refusal 
his request was refused o to give some- 
one first refusal of something to allow 
someone to be the first to decide if they 
want something or not 

refuse /r1'fjurz/ verb to say that you 
will not do something or will not accept 
something O they refused to pay O the 
customer refused the goods or refused to 
accept the goods O The bank refused to 
lend the company any more money. O He 
asked for a rise but it was refused. O The 
loan was refused by the bank. (NOTE: You 
refuse to do something or refuse 
something.) 

regard /r1'ga:d/ noun o with regard to 
concerning or dealing with O with regard 
to your request for unpaid leave 
regarding /r1'ga:din/ preposition con- 
cerning or dealing with O Instructions re- 
garding the shipment of goods to Africa. 
regardless /ri'ga:dlas/ adjective o re- 
gardless of in spite of o the chairman 
furnished his office regardless of ex- 
pense without thinking of how much it 
would cost 

regeneration /rigeno're1f(a)n/ noun 
the redevelopment of areas that are in 
economic decline, in order to increase 
employment and stimulate new business 
activity 

region /'ri:d3an/ noun 1. a large area of 
a country O Her territory consists of all 
the eastern region of the country. 2. o in 
the region of about or approximately O 
She was earning a salary in the region of 
£35,000. O The house was sold for a price 
in the region of £300,000. 

regional /'ri:d3(9)nol/ adjective refer- 
ring to a region 

regional call /‘ri:d3(9)nol ko:1/ nouna 
call to a number within 56km of your own 
exchange 

regional planning = /,ri:d3(9)nol 
‘pleenin/ noun the work of planning the 
industrial development of a region 
register /'red3ista/ noun 1. an official 
list O to enter something in a register O to 
keep a register up to date O people on the 
register of electors 2. a large book for re- 
cording details (as in a hotel, where 
guests sign in, or in a registry where 
deaths are recorded) @ verb 1. to write 
something in an official list O to register 










































































a fall in the numbers of unemployed teen- 
agers O To register a company you must 
pay a fee to Companies House. O When a 
property is sold, the sale is registered at 
the Land Registry. 2. to arrive at a hotel or 
at a conference, sign your name and write 
your address on a list O They registered at 
the hotel under the name of Macdonald. 
3. to send a letter by registered post O I 
registered the letter, because it contained 
some money. 

registered /'red31stod/ adjective hav- 
ing been noted on an official list O a reg- 
istered share transaction 

registered company /,red3istod 
'kamp(9)ni/ noun company which has 
been officially set up and registered with 
the Registrar of Companies 

registered letter /,red3istod 'letə/, 
registered parcel /,red3istad 'pa:s(a)l/ 
noun a letter or parcel which is noted by 
the post office before it is sent, so that the 
sender can claim compensation if it is lost 
registered office /,red31stad '‘pfts/ 
noun the office address of a company 
which is officially registered with the 
Companies’ Registrar 

registered post /,red3istod 'poust/ 
noun a system where a letter or parcel is 
noted by the post office before it is sent, 
so that compensation can be claimed if it 
is lost O to send documents by registered 
mail or registered post O a registered let- 
ter or registered parcel 

registered trademark /,red31stod 
'trerdmark/ noun a particular name, de- 
sign, etc. which has been registered by the 
manufacturer and which cannot be used 
by other manufacturers 

register of debentures /,red3isto 
av di'bentjuaz/ noun a list of debenture 
holders of a company 

register of directors /,red3i1sto ov 
dar'rektaz/ noun an official list of the di- 
rectors of a company which has to be sent 
to the Registrar of Companies 

register of shareholders /,red3isto 
av 'feahouldaz/ noun a list of sharehold- 
ers in a company with their addresses 
registrar /,red31'stra:/ noun a person 
who keeps official records o the regis- 
trar of a company the person who keep 
the share register of a company 
Registrar of Companies 
/,red3istra: ov 'kamp(a)niz/ noun a 
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government official whose duty is to en- 
sure that companies are properly regis- 
tered, and that, when registered, they file 
accounts and other information correctly 
registration /,red31'stre1f(9)n/ noun 
the act of having something noted on an 
official list O the registration of a trade- 
mark or of a share transaction 
registration fee /,red31'stretf(o)n fi:/ 
noun 1. money paid to have something 
registered 2. money paid to attend a con- 
ference 

registration number = /,red31 
'strerf(ə)n ,nAmbo/ noun an official 
number, e.g. the number of a car 
registry /‘redgistri/ noun a place where 
official records are kept 

registry office /‘redzistri ,pf1s/ noun 
an office where records of births, mar- 
riages and deaths are kept 

regressive taxation /ri,gresiv tek 
'serf(ə)n/ noun a system of taxation in 
which tax gets progressively less as in- 
come rises. Compare progressive taxa- 
tion 

regular /'regjula/ adjective 1. occur- 
ring at the same time each day, each 
week, each month or each year O His reg- 
ular train is the 12.45. O The regular 
flight to Athens leaves at 06.00. 2. ordi- 
nary or standard O The regular price is 
$1.25, but we are offering them at 99 
cents. 

regular customer /regjula 
'kastəmə/ noun a customer who always 
buys from the same shop 

regular income /,regjulor 'mkam/ 
noun an income which comes in every 
week or month O She works freelance so 
she does not have a regular income. 
regularly /‘regjulali/ adverb happen- 
ing often each day, week, month or year O 
The first train in the morning is regularly 
late. 

regular size /'regjulo saiz/ noun the 
standard size (smaller than economy size 
or family size) 

regular staff /,regjuls 'sta:f/ noun the 
full-time staff 

regulate /'regjulert/ verb 1. to adjust 
something so that it works well or is cor- 
rect 2. to change or maintain something 
by law o prices are regulated by supply 
and demand prices are increased or low- 
ered according to supply and demand 


























government-regulated price a price 
which is imposed by the government 


regulation /,regju'letf(9)n/ noun 1. a 
law or rule O the new government regula- 
tions on housing standards O Fire regula- 
tions or Safety regulations were not ob- 
served at the restaurant. O Regulations 
concerning imports and exports are set 
out in this leaflet. 2. the use of laws or 
rules stipulated by a government or regu- 
latory body, such as the Financial Servic- 
es Authority, to provide orderly proce- 
dures and to protect consumers and inves- 
tors O government regulation of trading 
practices 
‘EC regulations which came into effect in 
July insist that customers can buy cars an- 
ywhere in the EC at the local pre-tax price’ 
[Financial Times] 
“...a unit trust is established under the reg- 
ulations of the Department of Trade, with 
a trustee, a management company and a 
stock of units’ [Investors Chronicle] 
‘...fear of audit regulation, as much as fi- 
nancial pressures, is a major factor behind 
the increasing number of small accountan- 
cy firms deciding to sell their practices or 
merge with another firm’ [Accountancy] 
regulator /'regjulertə/ noun a person 
whose job it is to see that regulations are 
followed 
“...the regulators have sought to protect 
investors and other market participants 
from the impact of a firm collapsing’ 
[Banking Technology] 
regulatory /'regjulot(a)ri/ adjective 
applying regulations 
regulatory body  /,regjulot(a)ri 
'bodi/ noun an independent organisation, 
usually established by a government, that 
makes rules and sets standards for an in- 
dustry and oversees the activities of com- 
panies within it 
regulatory powers /'regjulot(a)ri 
,pavez/ noun powers to enforce govern- 
ment regulations 


reimburse /,ri:1m'bs:s/ verb o to re- 
imburse someone their expenses to pay 
someone back for money which they have 
spent O You will be reimbursed for your 
expenses or Your expenses will be reim- 
bursed. 


reimbursement = /,ri:rm'bs:smont/ 
noun the act of paying back money O re- 
imbursement of expenses 
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reimport noun /ri:'tmpo:t/ the import- 
ing of goods which have been exported 
from the same country m verb /,ritIm 
'po:t/ to import goods which have already 
been exported 

reimportation = /,ri:mpo:'te1f(9)n/ 
noun the importing of goods which have 
already been exported 


reinstate /,ri:m'stert/ verb to allow 
someone to return to a job from which 
they were dismissed O The union de- 
manded that the sacked workers should 
be reinstated. 


reinstatement /,ristin'stertmoant/ 
noun 1. the act of putting someone back 
into a job from which they were dis- 
missed 2. the act of giving a borrower 
back his or her former credit status after 
he or she has paid off outstanding debts 


reinsurance /,ri:x1n'fuərəns/ noun in- 
surance where a second insurer (the rein- 
surer) agrees to cover part of the risk in- 
sured by the first insurer 


reinsure /,ri:1m'fue/ verb to spread the 
risk of an insurance, by asking another in- 
surance company to cover part of it and 
receive part of the premium 


reinsurer /,rizin'fuoro/ noun an insur- 
ance company which accepts to insure 
part of the risk for another insurer 


reinvest /,ri:m'vest/ verb to invest 
money again O She sold her shares and 
reinvested the money in government 
stocks. 


reinvestment /,ri:in'vestmont/ noun 
1. the act of investing money again in the 
same securities 2. the act of investing a 
company’s earnings in its own business 
by using them to create new products for 
sale 
‘...many large US corporations offer 
shareholders the option of reinvesting 
their cash dividend payments in additional 
company stock at a discount to the market 
price. But to some big securities firms 
these discount reinvestment programs are 
an opportunity to turn a quick profit’ 
[Wall Street Journal] 
reissue /ri:'tfu:/ noun an issue of 
something again; thing which has been is- 
sued again O This is a reissue of the gov- 
ernment guidelines first issued in 1995. m 
verb to issue something again O The com- 
pany reissued its catalogue with a new 
price list. 


reject noun /'ri:dzekt/, adjective some- 
thing which has been thrown out because 
it is not of the usual standard O sale of re- 
jects or of reject items O to sell off reject 
stock @ verb /r1'd3ekt/ to refuse to accept 
something, or to say that something is not 
satisfactory O The board rejected the 
draft budget. a the company rejected 
the takeover bid the directors recom- 
mended that the shareholders should not 
accept the bid 


rejection /r1'dzekfon/ noun a refusal 
to accept something, such as a refusal to 
give a customer credit O The rejection of 
the company’s offer meant that the nego- 
tiations had to start again. O After the un- 
ion’s rejection of the offer, management 
came back with new redundancy terms. 

reject shop /'ri:dzekt fop/ noun a 
shop which specialises in the sale of 
goods which have not passed all of their 
producers quality-control tests, but which 
are still suitable for sale at a reduced price 


related /ri'le1tid/ adjective connected 
or linked O related items on the agenda 


related company /ri,lertid 
'kamp(9)ni/ noun a company in which 
another company makes a long-term cap- 
ital investment in order to gain control or 
influence 


relating to /ri'le1t1n tu:/ adverb refer- 
ring to or connected with O documents re- 
lating to the agreement 


relational database /r1,le1f(a)n(a)! 
‘dertobeis/ noun a computer database in 
which different types of data are linked 
for analysis 

relations /ri'le1f(9)nz/ plural noun re- 
lationships with other people, companies 
or countries O we maintain good relations 
with our customers O we are taking ad- 
vantage of improving international rela- 
tions in that area to expand our exports O 
Relations between the management and 
the workforce have been strained recent- 
ly. O Relations between management and 
workforce have never been good in this 
factory. o to break off relations with 
someone to stop dealing with someone 
relative /'relətıv/ adjective compared 
to something else 

relative error /,relativ 'erə/ noun the 
difference between an estimate and its 
correct value 
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relatively /‘relotrvli/ adverb more or 
less O We have appointed a relatively new 
PR firm to handle our publicity. 


relaunch /'ri:loinf/ noun the act of 
putting a product back on the market 
again, after adapting it to changing mar- 
ket conditions O The relaunch is sched- 
uled for August. 


release /ri'li:s/ noun 1. the act of set- 
ting someone free or of making some- 
thing or someone no longer subject to an 
obligation or restriction O release from a 
contract O the release of goods from cus- 
toms O She was offered early release so 
that she could take up her new job. 2. the 
act of making something public, or a pub- 
lic announcement 3. the act of putting 
something on the market, or something 
put on the market 4. o new release a new 
CD ora piece of software put on the mar- 
ket m verb 1. to free something or some- 
one O fo release goods from customs O to 
release someone from a debt O Customs 
released the goods against payment of a 
fine. 2. to end an employee’s contract ear- 
ly 3. to make something public O The 
company released information about the 
new mine in Australia. O The government 
has refused to release figures for the 
number of unemployed women. 4. to put 
something on the market O They released 
several new CDs this month. o to release 
dues to send off orders which had been 
piling up while a product was out of stock 
“...pressure to ease monetary policy 
mounted yesterday with the release of a set 
of pessimistic economic statistics’ 
[Financial Times] 
“...the national accounts for the March 
quarter released by the Australian Bureau 
of Statistics showed a real increase in 
GDP’ [Australian Financial Review] 
relevant /'relav(a)nt/ adjective having 
to do with what is being discussed or the 
current situation O Which is the relevant 
government department? O Can you give 
me the relevant papers? O The new assist- 
ant does not have any relevant experi- 
ence. 
reliability /r1,lara'biliti/ noun the fact 
of being reliable O The product has 
passed its reliability tests. 
reliable /ri'latab(o)l/ adjective which 
can be trusted O We are looking for a reli- 
able bookkeeper to deal with the payroll. 
O The sales manager is completely relia- 


























ble. O We have reliable information about 
our rival’s sales. O The company makes a 
very reliable product. 
relief /rr'li:f/ noun help 
relief shift /ri'li:f frft/ noun a shift 
which comes to take the place of another 
shift, usually the shift between the day 
shift and the night shift 
relocate /,ri:lou'kert/ verb to establish 
an organisation in a new place, or to be es- 
tablished in a new place O The board de- 
cided to relocate the company in Scot- 
land. O When the company moved its 
headquarters, 1500 people had to be relo- 
cated. O If the company moves down 
south, all the managerial staff will have to 
relocate. 
relocation /,ri:lou'ketf(a)n/ noun the 
act of moving to a different place O We 
will pay all the staff relocation costs. 
rely on phrasal verb to depend on or to 
trust O The chairman relies on the fi- 
nance department for information on 
sales. O We rely on part-time staff for 
most of our mail-order business. O Do 
not rely on the agents for accurate mar- 
ket reports. 
remainder /rr'merndə/ noun things 
left behind O The remainder of the stock 
will be sold off at half price. m verb o to 
remainder books to sell new books off 
cheaply O The shop was full of piles of re- 
maindered books. 
remainder merchant /rr'merndə 
,m3:tfənt/ noun a book dealer who buys 
unsold new books from publishers at a 
very low price 
remainders /ri'meind9z/ plural noun 
new books sold cheaply 
remind /r1'matnd/ verb to make some- 
one remember O J must remind my secre- 
tary to book the flight for New York. O He 
reminded the chairman that the meeting 
had to finish at 6.30. 
reminder /r1'maindo/ noun a letter to 
remind a customer that he or she has not 
paid an invoice O to send someone a re- 
minder 
remission of taxes /ri,mif(a)n ov 
'teeksiz/ noun a refund of taxes which 
have been overpaid 
remit noun /‘ri:mtt/ a task which a per- 
son or group is asked to deal with O The 
new MD was appointed with the remit to 
improve the company’s performance. W 
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verb /r1'mit/ to send money O to remit by 
cheque (NOTE: remitting — remitted) 


remittance /ri'mit(9)ns/ noun money 
which is sent to pay back a debt or to pay 
an invoice O Please send remittances to 
the treasurer. O The family lives on a 
weekly remittance from their father in the 
USA. 


remnant /‘remnont/ noun an odd piece 
of a large item such as, a carpet or fabric 
sold separately O a sale of remnants or a 
remnant sale 


remortgage /ri:'mo:gid3/ verb to 
mortgage a property which is already 
mortgaged O The bank offered him better 
terms than the building society, so he de- 
cided to remortgage the house. 


removal /r1'mu:v(9)l/ noun 1. the act of 
moving to a new house or office O Staff 
are allowed removal expenses on joining 
the company. 2. the act of sacking some- 
one (usually a director) from a job O The 
removal of the managing director is going 
to be very difficult. 


removal company /rr'mu:v(ə)l 
ikamp(a)ni/, removals company /r1 
‘murv(a)lz ,|kamp(a)ni/ noun company 
which specializes in moving the contents 
of a house or an office to a new building 


remove /ri'mu:v/ verb to take some- 
thing away O We can remove his name 
from the mailing list. O The government 
has removed the ban on imports from Ja- 
pan. O The minister has removed the em- 
bargo on the sale of computer equipment. 
two directors were removed from the 
board at the AGM two directors were 
dismissed from the board 


remunerate /ri'mju:noreit/ verb to 
pay someone for doing something O The 
company refused to remunerate them for 
their services. 


remuneration = /ri,mju:no're1f(9)n/ 
noun payment for services O The job is 
interesting but the remuneration is low. O 
She receives a small remuneration of 
£400 a month. © No one will work hard 
for such poor remuneration. 
COMMENT: Remuneration can take sev- 
eral forms: e.g. a regular monthly salary 
cheque, a cheque or cash payment for 
hours worked or for work completed. 
remunerative /ri'mju:norativ/ adjec- 
tive referring to a job which pays well O 
She is in a highly remunerative job. 

















render /‘rendo/ verb o to render an ac- 
count to send in an account O Please find 
enclosed payment per account rendered. 


renew /ri'nju:/ verb to continue some- 
thing for a further period of time O We 
have asked the bank to renew the bill of 
exchange. O The tenant wants to renew 
his lease. O Her contract was renewed for 
a further three years. o to renew a sub- 
scription to pay a subscription for anoth- 
er year o to renew an insurance policy 
to pay the premium for another year’s in- 
surance 

renewal /rr'nju:əl/ noun the act of re- 
newing O renewal of a lease or of a sub- 
scription or of a bill O renewal of a con- 
tract O Her contract is up for renewal O 
When is the renewal date of the bill? o to 
be up for renewal to be due to be re- 
newed O His contract is up for renewal in 
January. O The lease is up for renewal 
next month. 


renewal notice /ri'njurol ,novutts/ 
noun a note sent by an insurance compa- 
ny asking the insured person to renew the 
insurance 

renewal premium /ri'njural 
\prizmiom/ noun a premium to be paid to 
renew an insurance 


rent /rent/ noun money paid to use an 
office, house or factory for a period of 
time o high rent, low rent expensive or 
cheap rent O to pay three months’ rent in 
advance O Rents are high in the centre of 
the town. O We cannot afford to pay High 
Street rents. a the flat is let at an eco- 
nomic rent at a rent which covers all 
costs to the landlord o nominal rent a 
very small rent m verb 1. to pay money to 
hire an office, house, factory or piece of 
equipment for a period of time O to rent 
an office or a car O He rents an office in 
the centre of town. O They were driving a 
rented car when they were stopped by the 
police. 2. n to rent (out) to own a car, of- 
fice, etc., and let someone use it for mon- 
ey O We rented part of the building to an 
American company. 


rental /'rent(a)l/ noun money paid to 
use an office, house, factory, car, piece of 
equipment, etc., for a period of time O 
The car rental bill comes to over £1000 a 
quarter. 
“...top quality office furniture: short or 
long-term rental 50% cheaper than any 
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other rental 
[Australian Financial Review] 
“...until the vast acres of empty office 
space start to fill up with rent-paying ten- 
ants, rentals will continue to fall and so 
will values. Despite the very sluggish 
economic recovery under way, it is still 
difficult to see where the new tenants 
will come from’ [Australian Financial 
Review] 
rental income /'rent(a)l ,inkam/ 
noun income from letting offices or hous- 
es, etc. 
rent control /'rent kən,trəul/ noun 
government regulation of rents 
rent income /'rent ,mkam/ noun in- 
come from letting offices, houses, etc. 
rent tribunal /'rent trar,bju:n(o)l/ 
noun a court which can decide if a rent is 
too high or low 
renunciation /ri,nansi'e1f(9)n/ noun 
an act of giving up ownership of shares 
reopen /ri:'oupan/ verb to open again O 
The office will reopen soon after its refit. 
O The management agreed to reopen dis- 
cussions with the union. 
reopening /ri:'əup(ə)n1ņ/ noun the act 
of opening again O the reopening of the 
store after refitting 
reorder /ri:'o:da/ noun a further order 
for something which has been ordered be- 
fore O The product has only been on the 
market ten days and we are already get- 
ting reorders. ™ verb to place a new order 
for something O We must reorder these 
items because stock is getting low. 
reorder level /ri:':da ,lev(9)l/ noun a 
minimum amount of an item which a 
company holds in stock, such that, when 
stock falls to this amount, the item must 
be reordered 
reorder quantity /ri's:do ,kwontoti/ 
noun a quantity of a product which is re- 
ordered, especially the economic order 
quantity (EOQ) 
reorganisation /rit o!ganal 
'ze1f(a)n/, reorganization noun 1. the 
act of organising something in a new way 
O His job was downgraded in the office 
reorganisation or in the reorganisation of 
the office. 2. the process of organising a 
company in a different way, as in the USA 
when a bankrupt company applies to be 
treated under Chapter 11 to be protected 
from its creditors while it is being reor- 


company’ 





ganised o the reorganization of a com- 
pany, a company reorganization re- 
structuring the finances of a company 
reorganise /ri:'5:gonaiz/, reorganize 
verb to organise something in a new way 
O We have reorganised all our reps’ terri- 
tories. 

rep /rep/ (informal) noun same as repre- 
sentative O to hold a reps’ meeting O 
Our reps make on average six calls a day. 
m verb same as represent O He reps for 
two firms on commission. (NOTE: repping 
— repped) 

repack /ri:'pek/ verb to pack again 
repacking /ri:'peki/ noun the act of 
packing again 

repair /r1'peə/ noun mending or making 
good something which was broken O to 
carry out repairs to the machinery O His 
car is in the garage for repair. ™@ verb to 
mend, to make good something which is 
broken O the photocopier is being re- 
paired 

repairer /ri'peoro/, repair man /ri 
‘peomon/ noun a person who carries out 
repairs O The repair man has come to 
mend the photocopier. 

repairing lease /ri'peorin li:s/ noun a 
lease where the tenant is responsible for 
repairs to the building which he is renting 
repair shop /ri'peo Jop/ noun a small 
factory where machines are repaired 
repay /ri'pei/ verb to pay something 
back, or to pay back money to someone O 
to repay money owed O The company had 
to cut back on expenditure in order to re- 
pay its debts. o he repaid me in full he 
paid me back all the money he owed me 
repayable /ri1'petab(9)l/ adjective pos- 
sible to pay back O loan which is repaya- 
ble over ten years 

repayment /ri'permont/ noun the act 
of paying money back or money which is 
paid back O The loan is due for repayment 
next year. 0 he fell behind with his mort- 
gage repayments he was late in paying 
back the instalments on his mortgage 
repayment mortgage /ri'permont 
;mo:gid3/ noun a mortgage where the 
borrower pays back both interest and cap- 
ital over the period of the mortgage. This 
is opposed to an endowment mortgage, 
where only the interest is repaid, and an 
insurance is taken out to repay the capital 
at the end of the term of the mortgage. 
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repeat /ri'pi:t/ verb 1. to do or say 
something again O He repeated his ad- 
dress slowly so that the saleswoman could 
write it down. O When asked what the 
company planned to do, the chairman re- 
peated ‘Nothing’. O We’ll have to repeat 
the survey next year. 2. o to repeat an or- 
der to order something again 


repeat order /r1,pi:t 'o1də/ noun a new 
order for something which has been or- 
dered before O The product has been on 
the market only ten days and we are al- 
ready flooded with repeat orders. 


replace /ri'plets/ verb to put someone 
or something in the place of someone or 
something else O the photocopier needs 
replacing O The cost of replacing dam- 
aged stock is very high. O The company 
will replace any defective item free of 
charge. O We are replacing all our sala- 
ried staff with freelancers. 
replacement /ri'pletsmant/ noun 1. 
an item which replaces something O We 
are out of stock and are waiting for re- 
placements. 2. a person who replaces 
someone O My assistant leaves us next 
week, so we are advertising for a replace- 
ment. 

replacement cost /ri'pletsmont 
kpst/ noun the cost of an item to replace 
an existing asset. Also called cost of re- 
placement 

replacement value /ri'plersmont 
,veelju:/ noun the value of something for 
insurance purposes if it were to be re- 
placed O The computer is insured at its 
replacement value. 

reply coupon /r1'plar ,ku:ppn/ nouna 
form attached to a coupon ad which has to 
be filled in and returned to the advertiser 
reply paid card /ri,plar 'petd ,ka:d/ 
noun a card or letter to be sent back to the 
sender with a reply, the sender having al- 
ready paid for the return postage 

repo noun same as repurchase agree- 
ment (informal) (NOTE: The plural is re- 
pos) 

report /ri'po:t/ noun 1. a statement de- 
scribing what has happened or describing 
a state of affairs O to make a report or to 
present a report or to send in a report on 
market opportunities in the Far East O 
The accountants are drafting a report on 
salary scales. O The sales manager reads 
all the reports from the sales team. O The 














chairman has received a report from the 
insurance company. o the treasurer’s re- 
port a document from the honorary treas- 
urer of a society to explain the financial 
state of the society to its members 2. an 
official document from a government 
committee O The government has issued 
a report on the credit problems of export- 
ers. O They reported for work at the usual 
time. ™@ verb 1. to make a statement de- 
scribing something O The sales force re- 
ported an increased demand for the prod- 
uct. O He reported the damage to the in- 
surance company. O We asked the bank to 
report on his financial status. 2. o to re- 
port to someone to be responsible to or to 
be under someone O She reports direct to 
the managing director. O The sales force 
reports to the sales director. 3. to go toa 
place or to attend O She has been asked to 
report for an interview. O Please report to 
our London office for training. 4. to pub- 
lish the results of a company for a period 
and declare the dividend 
“...a draft report on changes in the in- 
ternational monetary system’ [Wall Street 
Journal] 
“...responsibilities include the production 
of premium quality business reports’ 
[Times] 
“...the research director will manage a 
team of business analysts monitoring and 
reporting on the latest development in re- 
tail distribution’ [Times] 
“...the successful candidate will report to 
the area director for profit responsibility 
for sales of leading brands’ [Times] 


repossess /,ri:po'zes/ verb to take 
back an item which someone is buying 
under a hire-purchase agreement, or a 
property which someone is buying under 
a mortgage, because the purchaser cannot 
continue the payments 


repossession /,ri:pa'zef(9)n/ noun 
an act of repossessing O Repossessions 
are increasing as people find it difficult to 
meet mortgage repayments. 


represent / repri'zent/ verb 1. to work 
for a company, showing goods or services 
to possible buyers O He represents an 
American car firm in Europe. O Our 
French distributor represents several oth- 
er competing firms. 2. to act on behalf of 
someone O He sent his solicitor and ac- 
countant to represent him at the meeting. 
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O Three managers represent the work- 
force in discussions with the directors. 


re-present /,ri: pri'zent/ verb to 
present something again O She re-pre- 
sented the cheque two weeks later to try to 
get payment from the bank. 


representation /,reprizen'te1J(9)n/ 
noun 1. the right to sell goods for a com- 
pany, or a person or organisation that sells 
goods on behalf of a company O We of- 
fered them exclusive representation in Eu- 
rope. O They have no representation in 
the USA. 2. the fact of having someone to 
act on your behalf O The minority share- 
holders want representation on the board. 
O The ordinary shop floor workers want 
representation on the committee. 3. a 
complaint made on behalf of someone O 
The managers made representations to 
the board on behalf of the hourly-paid 
members of staff. 


representative /,repri'zentotiv/ ad- 
jective which is an example of what all 
others are like O We displayed a repre- 
sentative selection of our product range. 
O The sample chosen was not representa- 
tive of the whole batch. m noun 1. a com- 
pany which works for another company, 
selling their goods O We have appointed 
Smith & Co our exclusive representatives 
in Europe. 2. a person who acts on some- 
one’s behalf O He sent his solicitor and 
accountant to act as his representatives at 
the meeting. © The board refused to meet 
the representatives of the workforce. 3. 
same as Salesperson 


reprice /ri:'prats/ verb to change the 
price on an item, usually to increase it 


repudiate /ri'pju:diert/ verb to refuse 
to accept something o to repudiate an 
agreement to refuse to continue with an 
agreement 


repudiation /r1,pju:di'erJ(9)n/ noun a 
refusal to accept something such as a debt 


repurchase /ri:'ps:tf1s/ verb to buy 
something again, especially something 
which you have recently bought and then 
sold 


repurchase agreement /ri:'ps:t 1s 
9,gri:mont/ noun an agreement, where a 
bank agrees to buy something and sell it 
back later (in effect, giving a cash loan to 
the seller; this is used especially to raise 
short-term finance) 














reputable /'repjutab(a)l/ adjective 
with a good reputation O we only use rep- 
utable carriers O a reputable firm of ac- 
countants 

reputation /,repju'tetf(a)n/ noun an 
opinion of someone or something held by 
other people O company with a reputation 


for quality O He has a reputation for be- 


ing difficult to negotiate with. 


request /ri'kwest/ noun an act of ask- 
ing for something O They put in a request 


for a government subsidy. O His request 
for a loan was turned down by the bank. 





on request if asked for O We will send 
samples on request or ‘samples available 
on request’. @ verb to ask for O to request 
assistance from the government O I am 
sending a catalogue as requested. 


require /ri'kwato/ verb 1. to ask for or 
to demand something O to require a full 
explanation of expenditure O The law re- 
quires you to submit all income to the tax 
authorities. 2. to need something O The 
document requires careful study. O Writ- 
ing the program requires a specialist 
knowledge of computers. 


requirement /r1'kwatomont/ noun 1. 
something which someone wants or 
needs O We hope the items will meet the 
customer’s requirements. O If you will 
supply us with a list of your requirements, 
we shall see if we can meet them. 2. some- 
thing which is necessary to enable some- 
thing to be done O Are computing skills a 
requirement for this job? 


requisition /,rekw1'z1f(a)n/ noun an 
official order for something O What is the 
reference number of your latest requisi- 
tion? @ verb to put in an official order for 
something or to ask for supplies to be sent 
O We have requisitioned three trucks to 
move the stock. 


resale /'rixserl/ noun the selling of 
goods which have been bought O to pur- 
chase something for resale O The con- 
tract forbids resale of the goods to the 
USA. 

resale price maintenance /,ri:serl 
‘prais ,meintonons/ noun a system in 
which the price for an item is fixed by the 
manufacturer and the retailer is not al- 
lowed to sell it at a lower price. Abbrevi- 
ation RPM 


reschedule /ri:'fedju:l/ verb 1. to ar- 
range a new timetable for something O 
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She missed her plane, and all the meet- 
ings had to be rescheduled. 2. to arrange 
new credit terms for the repayment of a 
loan © Third World countries which are 
unable to keep up the interest payments 
on their loans from western banks have 
asked for their loans to be rescheduled. 


rescind /ri'stnd/ verb to annul or to 
cancel something O to rescind a contract 
or an agreement 


rescue operation /'reskju: pə 
rerf(a)n/ noun an arrangement by a 
group of people to save a company from 
collapse © The banks planned a rescue 
operation for the company. 


research /r1'ss:tf/ noun the process of 
trying to find out facts or information 
research and development costs the 
costs involved in R & D m verb to study 
or try to find out information about some- 
thing O They are researching the market 
for their new product. 
COMMENT: Research costs can be divid- 
ed into (a) applied research, which is the 
cost of research leading to a specific 
aim, and (b) basic, or pure, research, 
which is research carried out without a 
specific aim in mind: these costs are writ- 
ten off in the year in which they are in- 
curred. Development costs are the costs 
of making the commercial products 
based on the research. 
research and development /ri 
\s3itf ən di'velopmont/ noun a scientif- 
ic investigation which leads to making 
new products or improving existing prod- 
ucts O The company spends millions on 
research and development. Abbreviation 
R&D 
COMMENT: Research costs can be divid- 
ed into (a) applied research, which is the 
cost of research leading to a specific 
aim, and (b) basic, or pure, research, 
which is research carried out without a 
specific aim in mind: these costs are writ- 
ten off in the year in which they are in- 
curred. Development costs are the costs 
of making the commercial products 
based on the research. 


research department /rr'ss:tf di 
,pa:tmont/ noun the section of a compa- 
ny which carries out research 


researcher /ri'ss3:tfa/ noun a person 
who catries out research O Government 
Statistics are a useful source of informa- 
tion for the desk researcher. 














research institute /ri,ss:tf ,msti 
'tjurt/ noun a place which exists only to 
carry out research 
research unit /ri'ss:tf ,ju:mit/ noun a 
separate small group of research workers 
research worker /ri'sa:tf ,w3:ko/ 
noun a person who works in a research 
department 
resell /ri:'sel/ verb to sell something 
which has just been bought O The car was 
sold in June and the buyer resold it to an 
dealer two months later. (NOTE: reselling 
— resold) 
reseller /ri:'sela/ noun somebody in the 
marketing chain who buys to sell to some- 
body else, e.g. wholesalers, distributors, 
and retailers 
reservation /,reza'verf(9)n/ noun the 
process of booking a seat, table or room O 
I want to make a reservation on the train 
to Plymouth tomorrow evening. 
reserve /ri'zs:v/ noun 1. money from 
profits not paid as dividend but kept back 
by a company in case it is needed for a 
special purpose o reserve for bad debts 
money kept by a company to cover debts 
which may not be paid 2. o in reserve 
kept to be used at a later date O to keep 
something in reserve O We are keeping 
our new product in reserve until the 
launch date. @ verb o to reserve a room, 
a table, a seat to book a room, table or 
seat; to ask for a room, table or seat to be 
kept free for you O J want to reserve a ta- 
ble for four people. O Can your secretary 
reserve a seat for me on the train to Glas- 
gow? 

COMMENT: The accumulated profits re- 

tained by a company usually form its 

most important reserve. 
reserve currency /ri'zs:v_,karonsi/ 
noun a strong currency used in interna- 
tional finance, held by other countries to 
support their own weaker currencies 
reserved market /r1,z3:vd 'markit/ 
noun a market in which producers agree 
not to sell more than a specific amount in 
order to control competition. Also called 
restricted market 
reserve fund /ri'zs:v fand/ noun 
profits in a business which have not been 
paid out as dividend but have been 
ploughed back into the business 
reserve price /r1'z3:v prats/ noun the 
lowest price which a seller will accept, 
e.g. at an auction or when selling securi- 
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ties through a broker O The painting was 
withdrawn when it failed to reach its re- 
serve price. 

reserves /ri'zs:vz/ plural noun sup- 
plies kept in case of need O Our reserves 
of fuel fell during the winter. O The coun- 
try’s reserves of gas or gas reserves are 
very large. 

residence /'rezid(a)ns/ noun 1. a 
house or flat where someone lives O He 
has a country residence where he spends 
his weekends. 2. the fact of living or oper- 
ating officially in a country 

residence permit = /‘rezid(a)ns 
,ps:mit/ noun an official document al- 
lowing a foreigner to live in a country O 
He has applied for a residence permit. O 
She was granted a residence permit for 
one year or a one-year residence permit. 
resident /‘rezid(a)nt/ noun, adjective 
a person or company considered to be liv- 
ing or operating in a country for official or 
tax purposes O The company is resident in 
France. 

residual /rr'zıdjuəl/ adjective remain- 
ing after everything else has gone 
residue /‘rezidju:/ noun money left 
over O After paying various bequests the 
residue of his estate was split between his 
children. 

resign /rr'zatn/ verb to give up a job O 
He resigned from his post as treasurer. O 
He has resigned with effect from July Ist. 
O She resigned as finance director. 
resignation /,rezig'ne1J(9)n/ noun the 
act of giving up a job O He wrote his letter 
of resignation to the chairman. o to hand 
in or to give in or to send in your resig- 
nation to resign from your job 

resist /ri'zist/ verb to fight against 
something, not to give in to something O 
The chairman resisted all attempts to 
make him resign. O The company is resist- 
ing the takeover bid. 

resistance /ri'zistons/ noun opposi- 
tion felt or shown by people to something 
O There was a lot of resistance from the 
team to the new plan. O The chairman’s 
proposal met with strong resistance from 
the banks. O There was a lot of resistance 
from the shareholders to the new plan. 
resolution /,rezo'lu:f(9)n/ noun a de- 
cision to be reached at a meeting o to put 
a resolution to a meeting to ask a meet- 
ing to vote on a proposal O The meeting 


























carried or adopted a resolution to go on 
strike. O The meeting rejected the resolu- 
tion or The resolution was defeated by ten 
votes to twenty. O A resolution was passed 
to raise salaries by six per cent. 
COMMENT: There are three types or reso- 
lution which can be put to an AGM: the 
‘ordinary resolution’, usually referring to 
some general procedural matter, and 
which requires a simple majority of 
votes; and the ‘extraordinary resolution’ 
and ‘special resolution’, such as a reso- 
lution to change a company’s articles of 
association in some way, both of which 
need 75% of the votes before they can 
be carried. 
resolve /ri'zplv/ verb to decide to do 
something O The meeting resolved that a 
dividend should not be paid. 


resource productivity  /r1,zo:s 
,prodak'tiviti/ noun an approach to pro- 
duction that is concerned to increase the 
productivity of resources in order to re- 
duce waste and preserve the environment 


resources /ri'sors1z/ plural noun 1. a 
supply of something o we are looking 
for a site with good water resources a 
site with plenty of water available 2. the 
money available for doing something 
the cost of the new project is easily 
within our resources we have quite 
enough money to pay for the new project 


respect /ri'spekt/ noun o with respect 
to concerning ™ verb to pay attention to O 
to respect a clause in an agreement O The 
company has not respected the terms of 
the contract. 


respectively /ri'spektivli/ adverb re- 
ferring to each one separately O Mr Smith 
and Mr Jones are respectively MD and 
Sales Director of Smith Ltd. 


response /ri'sppns/ noun a reply or re- 
action O There was no response to our 
mailing shot. O We got very little response 
to our complaints. 


response rate /ri'sppons reit/ noun 
the proportion of people who respond to a 
questionnaire or survey 

responsibility /r1,sponsr'biliti/ noun 
the fact of being responsible O There is no 
responsibility on the company’s part for 
loss of customers’ property. O The man- 
agement accepts no responsibility for loss 
of goods in storage. O The manager has 
overall responsibility for the welfare of 
the staff in her department. 
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responsible /ri'sponstb(a)I/ adjective 
1. responsible to someone being under 
someone’s authority O She is directly re- 
sponsible to the managing director. D re- 
sponsible for directing or being in charge 
of doing a certain job O He is responsible 
for all sales. O He is responsible for the 
staff in his department. 2. (person) who is 
sensible or who can be trusted o a re- 
sponsible job job where important deci- 
sions have to be taken or where the em- 
ployee has many responsibilities O He is 
looking for a responsible job in market- 
ing. 

rest /rest/ noun what is left O The chair- 
man went home, but the rest of the direc- 
tors stayed in the boardroom. O We sold 
most of the stock before Christmas and 
hope to clear the rest in a sale. O The rest 
of the money is invested in gilts. 
restitution /,resti'tju:f(a@)n/ noun 1. 
the act of giving back property O The 
court ordered the restitution of assets to 
the company. 2. compensation or pay- 
ment for damage or loss 

restock /ri:'stok/ verb to order more 
stock O to restock after the Christmas 
sales 

restocking /ri:'stok1n/ noun the order- 
ing of more stock 


restraint /ri'strernt/ noun control 


restraint of trade /ri,stremt ov 
'treid/ noun 1. a situation where employ- 
ees are not allowed to use their knowl- 
edge in another company on changing 
jobs 2. an attempt by companies to fix 
prices, create monopolies or reduce com- 
petition, which could affect free trade 


restrict /ri'strikt/ verb to limit some- 
thing or to impose controls on something 
O to restrict credit O to restrict the flow of 
trade or to restrict imports O We are re- 
stricted to twenty staff by the size of our 
offices. n to sell into a restricted market 
to sell goods into a market where the sup- 
plier has agreed to limit sales to avoid 
competition 

restricted market /rı,strıktıd 
'markit/ noun same as reserved market 
restriction /r1'strikfan/ noun a limit or 
control O import restrictions or restric- 
tions on imports a to impose restrictions 
on imports or credit to start limiting im- 
ports or credit o to lift credit restrictions 
or import restrictions to allow credit to 










































































be given freely or imports to enter the 
country freely 

restrictive /ri'striktiv/ adjective not 
allowing something to go beyond a point, 
limiting 

restrictive trade practices /ri 
\Striktiv 'trerd ,prektisiz/, restrictive 
practices /ri,striktrv 'præktıss/ plural 
noun an arrangement between companies 
to fix prices or to share the market in or- 
der to restrict trade 

restructure /ri:'straktJoa/ verb to reor- 
ganise the financial basis of a company 
restructuring /ri:'straktfarm/ noun 
the process of reorganising the financial 
basis of a company 

result /ri'zalt/ noun 1. a profit or loss 
account for a company at the end of a 
trading period O The company’s results 


for last year were an improvement on 


those of the previous year. 2. something 
which happens because of something else 
O What was the result of the price investi- 
gation? O The company doubled its sales 


force with the result that the sales rose by 





26%. o the expansion programme has 
produced results has produced increased 
sales m verb 1. o to result from to hap- 
pen because of O We have to fill several 
vacancies resulting from the recent inter- 
nal promotions 2. o to result in to pro- 
duce as a result O The doubling of the 
sales force resulted in increased sales. O 
The extra orders resulted in overtime 
work for all the factory staff. 
“...the company has received the backing 
of a number of oil companies who are will- 
ing to pay for the results of the survey’ 
[Lloyd’s List] 
“...some profit-taking was noted, but un- 
derlying sentiment remained firm in a 
steady stream of strong corporate results’ 
[Financial Times] 
result-driven /ri'zalt ,driv(s)n/ ad- 
jective used to describe a strategy or or- 
ganisation that focuses mainly on results 
and achievements rather than on improv- 
ing procedures (NOTE: A result-driven or- 
ganisation concentrates on achieving its 
aims, and delivering products at the re- 
quired time, cost, and quality, and con- 
siders performance to be more impor- 
tant than procedures.) 
resume /r1'zju:m/ verb to start again O 
The discussions resumed after a two hour 
break. 
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résumé /'rezju:,mei/, resume /r1 
'zju:m/ noun US a summary of a per- 
son’s work experience and qualifications 
sent to a prospective employer by some- 
one applying for a job (NOTE: The UK 
term is curriculum vitae.) 
resumption /r1'zampfən/ noun an act 
of starting again o we expect an early re- 
sumption of negotiations we expect ne- 
gotiations will start again soon 
retail /'ri:terl/ noun the sale of small 
quantities of goods to the general public 
the goods in stock have a retail value of 
£1m the value of the goods if sold to the 
public is £1m, before discounts and other 
factors are taken into account lm adverb 
he buys wholesale and sells retail he 
buys goods in bulk at a wholesale dis- 
count and sells in small quantities to the 
public m verb 1. o to retail goods to sell 
goods direct to the public 2. to sell for a 
price o these items retail at or for £2.50 
the retail price of these items is £2.50 
retail dealer /‘ri:terl ,di:lo/ noun a per- 
son who sells to the general public 
retailer /‘ri:tetla/ noun a person who 
runs a retail business, selling goods direct 
to the public 
retailing /‘ri:terlm/ noun the selling of 
full-price goods to the public O From car 
retailing the company branched out into 
car leasing. 
retail outlet /'ri:te1l ,aut(o)let/ noun a 
shop which sells to the general public 
retail price /‘ri:terl ,prats/ noun the 
price at which the retailer sells to the final 
customer 
retail price index /,ri:terl 'prars 
Indeks/, retail prices index /,ri:terl 
‘praisiz ,indeks/ noun an index which 
shows how prices of consumer goods 
have increased or decreased over a period 
of time. Abbreviation RPI 
COMMENT: In the UK, the RPI is calculat- 
ed on a group of essential goods and 
services; it includes both VAT and mort- 
gage interest; the US equivalent is the 
Consumer Price Index. 
retail shop /'ri:tetl fop/ noun a shop 
which sells goods to the general public 
retail trade /‘ri:terl tretd/ noun all 
people or businesses selling goods retail 
retain /ri'tern/ verb 1. to keep some- 
thing or someone O measures to retain ex- 
perienced staff O Out of the profits, the 
company has retained £50,000 as provi- 



























































sion against bad debts. 2. o to retain a 
lawyer to act for a company to agree 
with a lawyer that he or she will act for 
you (and pay him or her a fee in advance) 
retained earnings /rı,ternd '3:n1yz/ 
plural noun an amount of profit after tax 
which a company does not pay out as div- 
idend to the shareholders, but which is 
kept to be used for the further develop- 
ment of the business. Also called reten- 
tions 

retained income /r1,temnd 'inkam/, 
retained profit /ri,temd 'profit/ noun 
same as retained earnings 

retainer /rr'terna/ noun money paid in 
advance to someone so that they will 
work for you, and not for someone else O 
We pay them a retainer of £1,000. 


retention /r1'tenfan/ noun the process 
of keeping the loyalty of existing employ- 
ees and persuading them not to work for 
another company 
“...a systematic approach to human re- 
source planning can play a significant part 
in reducing recruitment and retention 
problems’ [Personnel Management] 
retentions /ri'tenfonz/ plural noun 
same as retained earnings 
retiral /ri'taroral/ noun US same as re- 
tirement 


retire /ri'tato/ verb 1. to stop work and 
take a pension O She retired with a 
£15,000 pension. O The founder of the 
company retired at the age of 85. O The 
shop is owned by a retired policeman. 2. 
to make an employee stop work and take 
a pension O They decided to retire all staff 
over 50. 3. to come to the end of an elect- 
ed term of office O The treasurer retires 











from the council after six years. O Two re- 


tiring directors offer themselves for re- 
election. 


retiree /r1,tata'ri:/ noun a person who 
has retired or is about to retire 

retirement /ri'talomont/ noun 1. the 
act of retiring from work O I am looking 


forward to my retirement. O Older staff 


are planning what they will do in retire- 
ment. o to take early retirement to retire 
from work before the usual age 2. the pe- 
riod when a person is retired 
retirement age /ri'tatomont e1d3/ 
noun the age at which people retire. In the 
UK this is usually 65 for men and 60 (but 
soon to become 65) for women. 
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retirement pension §/ri'taramont 
,penfan/ noun a state pension given to a 
man who is over 65 or and woman who is 
over 60 


retrain /ri:'trem/ verb to train someone 
for a new job, or to do the same job in a 
more efficient way O She went back to 
college to be retrained. 


retraining /ri:'trernıy/ noun the act of 
training again O The shop is closed for 
staff retraining. O He had to attend a re- 
training session. O Retraining is neces- 
sary to keep up with new production 
methods. 


retrench /ri'trentf/ verb to reduce ex- 
penditure or to shelve expansion plans be- 
cause money is not available 


retrenchment /ri'trentfmont/ noun a 
reduction of expenditure or of new plans 
O The company is in for a period of re- 
trenchment. 


retrieval /ri'tri:v(o)l/ noun the act of 
getting something back 

retrieval system /ri'tri:v(o)l ,sıstəm/ 
noun a system which allows information 
to be retrieved 


retrieve /ri'tri:v/ verb 1. to get back 
(something) which has been lost O The 
company is fighting to retrieve its market 
share. 2. to get back (information) which 
is stored in a computer O All of the infor- 
mation was accidentally wiped off the 
computer so we cannot retrieve our sales 
figures for the last month. 


retroactive /,retrau'ektiv/ adjective 
which takes effect from a time in the past 
O They got a pay rise retroactive to last 
January. 
‘The salary increases, retroactive from 
April of the current year, reflect the mar- 
ginal rise in private sector salaries’ 
[Nikkei Weekly] 
retroactively /,retrau'ekttvli/ adverb 
going back to a time in the past 


return /r1'tsin/ noun 1. the act of going 
back or coming back 2. the act of sending 
something back o he replied by return 
of post he replied by the next post service 
back o these goods are all on sale or re- 
turn if the retailer does not sell them, he 
sends them back to the supplier, and pays 
only for the items sold 3. a profit or in- 
come from money invested O We are buy- 
ing technology shares because they bring 
in a quick return. O What is the gross re- 


























turn on this line? 4. an official statement 
or form that has to be sent in to the author- 
ities o to make a return to the tax office, 
to make an income tax return to send a 
statement of income to the tax office 0 to 
fill in a VAT return to complete the form 
showing VAT receipts and expenditure W 
verb 1. to send back O to return unsold 
stock to the wholesaler O to return a letter 
to sender 2. to make a statement O to re- 
turn income of £15,000 to the tax author- 
ities 
“...with interest rates running well above 
inflation, investors want something that 
offers a return for their money’ 
[Business Week] 
‘Section 363 of the Companies Act 1985 
requires companies to deliver an annual 
return to the Companies Registration Of- 
fice. Failure to do so before the end of the 
period of 28 days after the company’s re- 
turn date could lead to directors and other 
officers in default being fined up to £2000” 
[Accountancy] 
returnable /ri'ts:nob(a)l/ adjective 
which can be returned O These bottles are 
not returnable. 
return address /ri'ts:n 9,dres/ noun 
the address to which you send back some- 
thing 
returner /ri'tsino/ noun a person who 
goes back to work after being away for a 
time 
return journey /r1,ta:n 'd33:ni/ noun 
a journey back to where you came from 
return on assets /r1,t3:n pn 'æsets/, 
return on capital employed /r1,t3:n on 
‘ekwiti/, return on equity noun a profit 
shown as a percentage of the capital or 
money invested in a business. Abbrevia- 
tion ROA, ROCE, ROE 
return on capital employed /rr'tsın 
pn 'kepit(9)l im'plord/, return on as- 
sets /r1,tsin pn 'zsets/, return on eq- 
uity /r1,tsin pn 'ekwiti/ noun a profit 
shown as a percentage of the capital or 
money invested in a business. Abbrevia- 
tion ROCE, ROA, ROE 
return on investment /ri,ts:n pn In 
'vestmont/ noun a ratio of the profit 
made in a financial year as a percentage of 
an investment. Abbreviation ROI 
returns /ri'tsinz/ plural noun 1. profits 
or income from investment O The compa- 
ny is looking for quick returns on its in- 
vestment. 2. unsold goods, especially 
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books, newspapers or magazines, sent 
back to the supplier 
return ticket /ri,ta:n 'trkit/ noun a 
ticket for a journey to a place and back 
again O I want two returns to Edinburgh. 
revaluation /ri:,velju'erfon/ noun 1. 
an act of revaluing O The balance sheet 
takes into account the revaluation of the 
company’s properties. 2. the increasing of 
the value of a currency O The revaluation 
of the dollar against the euro. 
revalue /ri:'vzelju:/ verb to value some- 
thing again, usually setting a higher value 
on it than before O The company’s prop- 
erties have been revalued. O The dollar 
has been revalued against all world cur- 
rencies. 
revenue /'revonju:/ noun 1. money re- 
ceived O revenue from advertising or ad- 
vertising revenue O Oil revenues have ris- 
en with the rise in the dollar. 2. money re- 
ceived by a government in tax 
revenue accounts /'revonju: ə 
,kaunts/ plural noun accounts of a busi- 
ness which record money received as 
sales, commission, etc. 
revenue model /,revanju: 'mod(ə)l/ 
noun a description of any of the methods 
by which an organisation obtains income 
revenue officer /‘revanju: ,vfiso/ 
nouna person working in the government 
tax offices 
revenue stream /'revonju: stri:zm/ 
noun the income obtained by an organisa- 
tion from a particular source or activity 
reversal /ri'v3:s(a)l/ noun a change 
from being profitable to unprofitable O 
The company suffered a reversal in the 
Far East. 
reverse /ri'v3:s/ adjective opposite or 
in the opposite direction ™ verb 1. to 
change a decision to the opposite O The 
committee reversed its decision on import 
quotas. 2. o to reverse the charges to 
make a phone call, asking the person re- 
ceiving it to pay for it 

‘...the trade balance sank $17 billion, re- 

versing last fall’s brief improvement’ 

[Fortune] 
reverse charge call /ri,va:s tfa:d3 
'ko:l/ noun a telephone call where the 
person receiving the call agrees to pay for 
it 
reverse takeover /r1,v3:s 'terkəuvə/ 
noun a takeover where the company 














which has been taken over ends up own- 
ing the company which has taken it over. 
The acquiring company’s shareholders 
give up their shares in exchange for shares 
in the target company. 

reversion /ri'v3:J(2)n/ noun a return of 
property to an original owner o he has 
the reversion of the estate he will re- 
ceive the estate when the present lease 
ends 


reversionary /ri'v3:{(9)n(o)ri/ adjec- 
tive referring to property which passes to 
another owner on the death of the present 
one 


reversionary annuity Iri 
iv3if(a)n(a)ri a'njuriti/ noun an annuity 
paid to someone on the death of another 
person 


review /rī'vju:/ noun 1. a general exam- 
ination O to conduct a review of distribu- 
tors o she had a salary review last April 
her salary was examined (and increased) 
in April O The company has decided to 
review freelance payments in the light of 
the rising cost of living. 2. a magazine, 
monthly or weekly journal O We read it in 
last month’s international business re- 
view. Ml verb to examine something gener- 
ally o to review salaries to look at all sal- 
aries in a company to decide on increases 
O His salary will be reviewed at the end of 
the year. 0 to review discounts to look at 
discounts offered to decide whether to 
change them 


revise /ri'vatz/ verb to change some- 
thing which has been calculated or 
planned O Sales forecasts are revised an- 
nually. O The chairman is revising his 
speech to the AGM. 


revival of trade /r1,vatv(a)1 ov 'tre1d/ 
noun an increase in trade after a recession 


revive /ri'vatv/ verb to make more live- 
ly; to increase (after a recession) O The 
government is introducing measures to 
revive trade. O Industry is reviving after 
the recession. 


revoke /r1'vauk/ verb to cancel some- 
thing O to revoke a decision or a clause in 
an agreement O The quota on luxury 
items has been revoked. 


revolving credit /ri,volvin 'kredit/ 
noun a system where someone can bor- 
row money at any time up to an agreed 
amount, and continue to borrow while 
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still paying off the original loan. Also 
called open-ended credit 
reward /ri'wo:d/ verb to give a person 
something in return for effort or achieve- 
ment O The work is hard and not very re- 
warding financially. 

“,..an additional incentive is that the Japa- 

nese are prepared to give rewards where 

they are due’ [Management Today] 
reward package /ri'wo:d ,pekid3/ 
noun the total of all money and benefits 
given to an employee (including salary, 
bonuses, company car, pension plans, 
medical insurance, etc.) 
rich /ritf/ adjective 1. having a lot of 
money O a rich stockbroker © a rich oil 
company 2. having a lot of natural re- 
sources O The country is rich in minerals. 
O The oil-rich territory has attracted sev- 
eral international companies. 
-rich /ritf/ suffix meaning ‘which con- 
tains or has a large amount of something’ 
rid /rid/ o to get rid of something to 
throw something away because it is use- 
less O The company is trying to get rid of 
all its old stock. O Our department has 
been told to get rid of twenty staff: O The 
department has been told to get rid of 
twenty staff. 


rider /'rardə/ noun an additional clause 
O to add a rider to a contract 


rig /rig/ verb to arrange illegally or dis- 
honestly for a result to be changed O They 
tried to rig the election of officers. o to 
rig the market to make share prices go 
up or down so as to make a profit 


right /rart/ noun a legal entitlement to 
something O There is no automatic right 
of renewal to this contract. O She has a 
right to the property. O He has no right to 
the patent. O The staff have a right to 
know how the company is doing. 
rightful /'rartf(ə)/ adjective legally 
correct 

rightful claimant /,raitf(a)l 
'klermont/ noun a person who has a legal 
claim to something (NOTE: This term has 
now replaced plaintiff. The other side in 
a case is the defendant.) 

rightful owner /,raitf(9)1 ‘auno/ noun 
a legal owner 

right-hand man /,rart hend 'mæn/ 
noun a man who is the main assistant to 
someone 


























right of way /,rart ov 'wer/ noun a le- 
gal title to go across someone’s property 
rights issue /‘rarts ,1fu:/ noun an ar- 
rangement which gives shareholders the 
right to buy more shares at a lower price 
(NOTE: The US term is rights offering.) 
right-sizing /'rart ,satzin/ noun the 
process of reducing a company’s work- 
force to its most economical size, usually 
by dismissing some of its employees 
right to strike /,rart ta 'stratk/ noun a 
legal right of employees to stop working 
if they have a good reason for it 
ring /r1y/ noun 1. a group of people who 
try to fix prices so as not to compete with 
each other and still make a large profit 2. 
a trading floor on a commodity exchange 
ring back phrasal verb to telephone in 
reply to a phone call O The managing 
director rang — can you ring him back? 
rise /raiz/ noun 1. an increase O A rise 
in the price of raw materials. O Oil price 
rises brought about a recession in world 
trade. O There has been a rise in sales of 
10% or Sales show a rise of 10%. O Sala- 
ries are increasing to keep up with the ris- 
es in the cost of living. O The recent rise 
in interest rates has made mortgages 
dearer. O There needs to be an increase in 
salaries to keep up with the rise in the cost 
of living. 2. an increase in pay O She 
asked her boss for a rise. O He had a 6% 
rise in January. (NOTE: The US term is 
raise.) m verb to move upwards or to be- 
come higher O Prices or Salaries are ris- 
ing faster than inflation. O Interest rates 
have risen to 15%. O Salaries are rising 


faster than inflation. (NOTE: rising — 


rose — risen) 
“...the index of industrial production sank 
0.2 per cent for the latest month after ris- 
ing 0.3 per cent in March’ 
[Financial Times] 
‘...the stock rose to over $20 a share, high- 
er than the $18 bid’ [Fortune] 
“...customers’ deposit and current ac- 
counts also rose to $655.31 million at the 
end of December’ [Hongkong Standard] 
“...the government reported that produc- 
tion in the nation’s factories and mines 
rose 0.2% in September’ [Sunday Times] 
risk /risk/ noun 1. possible harm or a 
chance of danger o to run a risk to be 
likely to suffer harm o to take a risk to do 
something which may make you lose 
money or suffer harm 2. o at owner’s 
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risk a situation where goods shipped or 
stored are insured by the owner, not by the 
transport company or the storage compa- 
ny O Goods left here are at owner’s risk. 
O The shipment was sent at owner’s risk. 
3. loss or damage against which you are 
insured 4. o he is a good or bad risk it is 
not likely or it is very likely that the insur- 
ance company will have to pay out against 
claims where he is concerned 
“...remember, risk isn’t volatility. Risk is 
the chance that a company’s earnings 
power will erode — either because of a 
change in the industry or a change in the 
business that will make the company sig- 
nificantly less profitable in the long term’ 
[Fortune] 


risk arbitrage /,r1sk ‘a:bitra:3/ noun 
the business of buying shares in compa- 
nies which are likely to be taken over and 
so rise in price 

risk assessment /'risk 9,sesmont/ 
noun the process of working out how 
risky any particular course of action may 
be. Risk assessments are important in ar- 
eas such as health and safety and environ- 
mental management, in which safety can 
sometimes be improved, but can also be 
used to estimate economic and social risk 
and play a part in strategic planning. 
risk-averse /,r1sk a'v3:s/ adjective not 
wanting to take risks 


risk capital /‘risk ,kapit(a)l/ noun 
same as venture capital 


risk factor /'risk ,feekts/ noun the 
amount of risk involved in carrying out a 
project or other business activity 
risk-free /risk  ‘'fri:/, _ riskless 
/'risklas/ adjective with no risk involved 
O a risk-free investment 
“...there is no risk-free way of taking reg- 
ular income from your money higher than 
the rate of inflation and still preserving its 
value’ [Guardian] 
‘...many small investors have also pre- 
ferred to put their spare cash with risk-free 
investments such as building societies 
rather than take chances on the stock mar- 
ket. The returns on a host of risk-free in- 
vestments have been well into double fig- 
ures’ [Money Observer] 
risky /'riski/ adjective dangerous or 
which may cause harm O We lost all our 
money in some risky ventures in South 
America. 














“,..while the bank has scaled back some of 
its more risky trading operations, it has re- 
tained its status as a top-rate advisory 
house’ [Times] 
rival /‘ratv(a)l/ noun a person or compa- 
ny that competes in the same market O a 
rival company © to undercut a rival 
road haulage /'raud _ ,ho:lid3/ noun 
the moving of goods by road 
road haulage depot /raud ‘ho:lid3 
,depau/ noun a centre for goods which 
are being moved by road, and the lorries 
which carry them 
road haulier /‘raud ,ho:lis/ noun a 
company which transports goods by road 
robot /‘raubpt/ noun a machine which 
can be programmed to work like a person 
O The car is made by robots. 
ROCE abbr return on capital employed 
rock /rok/ noun o the company is on 
the rocks the company is in great finan- 
cial difficulties 
rock bottom /,rpk 'botəm/ noun 
sales have reached rock bottom sales 
have reached the lowest point possible 
“...1nvestment companies took the view 
that secondhand prices had reached rock 
bottom and that levels could only go up’ 
[Lloyd’s List] 
rocket /'rokıt/ verb to rise fast O Inves- 
tors are rushing to cash in on rocketing 
share prices. O Prices have rocketed on 
the commodity markets. 
ROI abbr return on investment 
roll /raul/ noun something which has 
been turned over and over to wrap round 
itself O The desk calculator uses a roll of 
paper. O We need to order some more 
rolls of fax paper. m verb to make some- 
thing go forward by turning it over or 
pushing it on wheels O They rolled the 
computer into position. 
roll over phrasal verb o to roll over a 
credit to make credit available over a 
continuing period 
“...at the IMF in Washington, officials are 
worried that Japanese and US banks might 
decline to roll over the principal of loans 
made in the 1980s to Southeast Asian and 
other developing countries’ [Far Eastern 
Economic Review] 
rolling account /‘raulin o,kaunt/ 
noun US a system where there are no 
fixed account days, but stock exchange 
transactions are paid at a fixed period af- 
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ter each transaction has taken place, as 
opposed to the British system, where an 
account day is fixed each month 

rolling budget /,raulin 'bad3it/ noun 
a budget which moves forward on a regu- 
lar basis, such as a budget covering a 
twelve-month period which moves for- 
ward each month or quarter 

rolling launch /,raulin 'lointf/ noun a 
gradual launch of a new product onto the 
market by launching it in different areas 
over a period 

rolling plan /,raulin 'plæn/ noun a 
plan which runs for a period of time and 
is updated regularly for the same period 
rolling settlement /raulin 
'set(ə)lmənt/ noun US same as rolling 
account 

rolling stock /‘raulm stok/ noun wag- 
ons, etc., used on the railway 

roll on/roll off (RORO) /,raul on 
roul 'pf/ adjective (ferry) where lorries 
and cars can drive straight into or off the 
boat 

rollout /‘raulaut/ noun same as rolling 
launch 

ROM /rom/ abbr read only memory 
room /ru:m/ noun 1. a part of a building, 
divided off from other parts by walls O 
The chairman’s room is at the end of the 
corridor. 2. a bedroom in a hotel O J want 
a room with bath for two nights. 3. a space 
O The filing cabinets take up a lot of 
room. O There is no more room in the 
computer file. 

room divider /‘ru:m di,vaida/ noun a 
moveable low wall, which can be used to 
make a ‘room’ in an open-plan office 
room reservations /ru:im rezə 
'verf(a)ns/ noun a department in a hotel 
which deals with bookings for rooms O 
Can you put me through to reservations? 
room service /‘ru:m ,s3:vis/ noun ar- 
rangement in a hotel where food or drink 
can be served in a guest’s bedroom 
rootless capitalism —/,ru:tlos 
'keepit(9)l1z(9)m/ noun capitalism that is 
not restricted to one particular country or 
economy 

rota /'rəvtə/, roster /'rostə/ noun a list 
showing when different members of staff 
will do certain duties O We are drawing 
up a new roster for Saturday afternoon 
work. 


rotation /rau'te1f(a)n/ noun the act of 
taking turns o to fill the post of chair- 
man by rotation to let each member of 
the group act as chairman for a period 
then give the post to another member 
two directors retire by rotation two di- 
rectors retire because they have been di- 
rectors longer than any others, but can of- 
fer themselves for re-election 


rouble /'ru:b(ə)l/ noun a unit of curren- 
cy used in Russia and Belarus (NOTE: The 
US spelling is ruble.) 


rough /raf/ adjective 1. approximate, 
not very accurate 2. not finished 
rough out phrasal verb to make a draft 
or a general design of something, which 
may be changed later O The finance di- 
rector roughed out a plan of investment. 


rough calculation /raf kelkju 
'lerf(ə)n/ noun a way of working out a 
mathematical problem approximately, or 
the approximate result arrived at O J made 
some rough calculations on the back of an 
envelope. 


rough copy /,raf 'kopi/ nouna draft of 
a document which, it is expected, will 
have changes made to it 


rough draft /,raf 'dra:ft/ noun a plan 
of a document which may have changes 
made to it before it is complete 


roughly /'rafli/ adverb more or less O 
The turnover is roughly twice last year’s. 
O The development cost of the project will 
be roughly £25,000. 
round noun a series (of meetings) O a 
round of pay negotiations ®@ phrasal 
verb to make a fractional figure a full 
figure, by increasing or decreasing it O 
Some figures have been rounded to the 
nearest cent. 
round down phrasal verb to decrease a 
fractional figure to the nearest full fig- 
ure 
round up phrasal verb to increase a 
fractional figure to the nearest full fig- 
ure O to round up the figures to the 
nearest pound 
“...each cheque can be made out for the lo- 
cal equivalent of œ100 rounded up to a 
convenient figure’ [Sunday Times] 
round trip /‘raund trip/ noun a journey 
from one place to another and back again 
O she bought a round-trip ticket O The 
round-trip fare is twice the single fare. 
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route /ru:t/ noun a way which is regu- 
larly taken O Companies were warned 
that normal shipping routes were danger- 
ous because of the war. 


router /'ru:tid/ noun a device that 
switches telephone calls to another net- 
work that may offer cheaper rates 


routine /ru:'ti:n/ noun a normal or reg- 
ular way of doing something O He follows 
a daily routine — he takes the 8.15 train to 
London, then the bus to his office, and re- 
turns by the same route in the evening. O 
Refitting the conference room has dis- 
turbed the office routine. @ adjective nor- 
mal or which happens regularly O routine 
work O a routine call O They carried out 
a routine check of the fire equipment. 


royalty /‘roralti/ noun money paid to an 
inventor, writer or the owner of land for 
the right to use their property, usually a 
specific percentage of sales, or a specific 
amount per sale O The country will bene- 
fit from rising oil royalties. O He is still 
receiving substantial royalties from his 
invention. 


RPI abbr retail price index 
RPM abbrresale price maintenance 
RRP abbr recommended retail price 


RSVP letters on an invitation asking the 
person invited to reply. Full form répon- 
dez s’il vous plait 

rule /ru:l/ noun 1. a statement that di- 
rects how people should behave O Jt is a 
company rule that smoking is not allowed 
in the offices. O The rules of the organisa- 
tion are explained during the induction 
sessions. O as a rule usually O As a rule, 
we do not give discounts over 20%. 2. 
to work to rule to work strictly according 
to the rules agreed by the company and 
union, and therefore to work very slowly 
m verb 1. to give an official decision O 
The commission of inquiry ruled that the 
company was in breach of contract. O The 
judge ruled that the documents had to be 
deposited with the court. 2. to be in force 
or to be current O Prices which are ruling 
at the moment. O The current ruling 
agreement is being redrafted. 

rulebook /'ru:lbuk/ noun a set of rules 
by which the members of a self-regulato- 
ry organisation must operate 

rule of thumb /,ru:l ov '8@am/ noun an 
easily remembered way of doing a simple 
calculation 


























ruling /‘ru:l1n/ adjective in operation at 
the moment, current O We will invoice at 
ruling prices. @ noun a decision O The in- 
quiry gave a ruling on the case. O Accord- 
ing to the ruling of the court, the contract 
was illegal. 


run /ran/ noun 1. a period of time during 
which a machine is working o a cheque 
run a series of cheques processed through 
a computer 2. a rush to buy something O 
The Post Office reported a run on the new 
stamps. 0 a run on the bank a rush by 
customers to take deposits out of a bank 
which they think may close down o a run 
on the pound a rush to sell pounds and 
buy other currencies 3. a regular route (of 
a plane or bus) O He flies the London-New 
York run. @ verb 1. to be in force O The 
lease runs for twenty years. O The lease 
has only six months to run. 2. to amount 
to O The costs ran into thousands of 
pounds. 3. to manage or to organise 
something O She runs a mail-order busi- 
ness from home. O They run a staff sports 
club. O He is running a multimillion- 
pound company. (NOTE: running — ran — 
run) 4. to work on a machine O Do not 
run the photocopier for more than four 
hours at a time. O The computer was run- 
ning invoices all night. 5. (of buses, 
trains, etc.) to be working O this train 
runs on weekdays O There is an evening 
plane running between Manchester and 
Paris. (NOTE: running — ran — has run) 
E 1. to be in a particular state or to be tak- 
ing place in a particular way O The meet- 
ing was running late. 2. to continue or to 
last O The lease runs for twenty years. O 
The lease has only six months to run. 
(NOTE: running — ran — has run) 
“...applications for mortgages are running 
at a high level’ [Times] 
“...with interest rates running well above 
inflation, investors want something that 
offers a return for their money’ [Business 
Week] 
run down phrasal verb 1. to reduce a 
quantity gradually O We decided to run 
down stocks or to let stocks run down at 
the end of the financial year. 2. to slow 
down the business activities of a compa- 
ny before it is going to be closed O The 
company is being run down. 
run into phrasal verb 1. o to run into 
debt to start to have debts 2. to amount 
to O Costs have run into thousands of 
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pounds. o he has an income running 
into five figures he earns more than 
£10,000 
run out of phrasal verb to have nothing 
left of something, to use up all the stock 
of something O We have run out of 
headed notepaper. © The printer has 
run out of paper. 
run up phrasal verb to make debts or 
costs go up quickly O He quickly ran up 
a bill for £250. 
runaway inflation /ranower in 
'flerf(a)n/ noun very rapid inflation, 
which is almost impossible to reduce 
running /‘rantn/ noun o the company 
has made a profit for six years running 
the company has made a profit for six 
years one after the other 
running costs /'ranin kosts/ plural 
noun money spent on the day-to-day cost 
of keeping a business going 














running total /,ranm 'tout(a)l/ noun 
the total carried from one column of fig- 
ures to the next 


rupee /ru:'pi:/ noun a unit of currency 
used in India, Mauritius, Nepal, Pakistan 
and Sri Lanka (NOTE: Written Rs before 
the figure: Rs. 250.) 

rush /raf/ noun doing something rapidly 
m verb to make something go fast O to 
rush an order through the factory O to 
rush a shipment to Africa 

rush hour /'raf aua/ noun the time 
when traffic is worst, when everyone is 
trying to travel to work or from work back 
home O The taxi was delayed in the rush 
hour traffic. 

rush job /'raf d3zpb/ noun a job which 
has to be done fast 

rush order /,raf 'o:da/ noun an order 
which has to be supplied fast 


S 














sack /szk/ noun o to get the sack to be 
dismissed from a job m verb to dismiss 
someone from a job O He was sacked af- 
ter being late for work. 


sackful /‘sekful/ noun a large amount, 
the contents of a sack O We got sackfuls of 
replies to our TV ad. 

sacking /'szekin/ noun a dismissal from 
a job O The union protested against the 
sackings. 


s.a.e. abbr stamped addressed envelope 
O Send your application form to the per- 
sonnel officer, with an s.a.e. for reply. 


safe /serf/ noun a heavy metal box 
which cannot be opened easily, in which 
valuable documents and money can be 
kept O Put the documents in the safe. O 
We keep the petty cash in the safe. M ad- 
jective out of danger o keep the docu- 














ments in a safe place in a place where 
they cannot be stolen or destroyed 

safe deposit /'se1f di,ppzit/ noun a 
bank safe where you can leave jewellery 
or documents 

safe deposit box /serf di'pozit 
\opks/ noun a small box which you can 
rent to keep jewellery or documents in a 
bank’s safe 

safeguard /'setfga:d/ verb to protect 
something or someone O The duty of the 
directors is to safeguard the interests of 
the shareholders. m noun something that 
provides protection 

safe investment /,serf m'vestmont/ 
noun something, e.g. a share, which is not 
likely to fall in value 

safe keeping /,serf 'ki:pm/ noun the 
fact of being looked after carefully O We 
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put the documents into the bank for safe 
keeping. 

safely /'serfli/ adverb without being 
harmed O The cargo was unloaded safely 
from the sinking ship. 

safety /'serfti/ noun 1. the fact of being 
free from danger or risk o to take safety 
precautions or safety measures to act to 
make sure something is safe 2. o for safe- 
ty to make something safe, to be safe O to 
take a copy of the disk for safety O Put the 
documents in the cupboard for safety. 
safety margin /‘serfti ,ma:d31n/ noun 
a time or space allowed to make sure that 
something can be done safely 

safety measures /'serfti ,me3oz/ 
plural noun actions to make sure that 
something is safe 

safety precautions /‘serfti pri 
,ko:f(a)nz/ plural noun actions to try to 
make sure that something is safe 

safety regulations /'serfti regju 
lerf(a)nz/ plural noun rules to make a 
place of work safe for the employees 
salaried /'szlorid/ adjective earning a 
salary O The company has 250 salaried 
staff: 

salary /'szlori/ noun 1. a regular pay- 
ment for work done, made to an employee 
usually as a cheque at the end of each 
month O The company froze all salaries 
for a six-month period. O If I get promot- 
ed, my salary will go up. O The salary 
may be low, but the fringe benefits at- 
tached to the job are good. O She got a 
salary increase in June. 2. an amount paid 
to an employee, shown as a monthly, 
quarterly or yearly total (NOTE: The plural 
is salaries.) 

salary cheque /'szlari tfek/ noun a 
monthly cheque by which an employee is 
paid 

salary cut /'sæləri kat/ noun a sudden 
reduction in salary 

salary deductions /'sæləri dı 
,dakfanz/ plural noun money which a 
company removes from salaries to pay to 
the government as tax, National Insur- 
ance contributions, etc. 

salary package /'sæləri ,pekid3/ 
noun same as pay package 

salary review /'sæləri r1,vju:/ noun 
same as pay review O She had a salary 
review last April or Her salary was re- 
viewed last April. 


























salary scale /'szlori ske1l/ noun same 
as pay scale © He was appointed at the 
top end of the salary scale. 
salary structure /'szlori ,straktfo/ 
noun the organisation of salaries in a 
company with different rates of pay for 
different types of job 
“...the union of hotel and personal service 
workers has demanded a new salary struc- 
ture and uniform conditions of service for 
workers in the hotel and catering industry’ 
[Business Times (Lagos )] 
sale /serl/ noun 1. an act of giving an 
item or doing a service in exchange for 
money, or for the promise that money will 
be paid o for sale ready to be sold o to of- 
fer something for sale or to put some- 
thing up for sale to announce that some- 
thing is ready to be sold O They put the 


























factory up for sale. O His shop is for sale. 


O These items are not for sale to the gen- 
eral public. a sale or return a system 
where the retailer sends goods back if 
they are not sold, and pays the supplier 
only for goods sold O We have taken 
4,000 items on sale or return. o on sale 
ready to be sold in a shop O These items 
are on sale in most chemists. 2. an act of 
selling goods at specially low prices O 
The shop is having a sale to clear old 
stock. O The sale price is 50% of the usual 
price. 

“,..the latest car sales for April show a 1.8 

per cent dip from last year’s total’ 

[Investors Chronicle] 
saleability /,serlo'brlti/, salability 
noun a quality in an item which makes it 
easy to sell 
saleable /'serlab(a)l/, salable adjec- 
tive which can easily be sold O The com- 
pany is not readily saleable in its present 
State. 
sale and lease-back /,se1l ən '‘lits 
bek/ noun a situation where a company 
sells a property to raise cash and then 
leases it back from the purchaser 
saleroom /'seilru:m/ noun a room 
where an auction takes place 
sales /seilz/ plural noun 1. money re- 
ceived for selling something O Sales have 
risen over the first quarter. 2. items sold, 
or the number of items sold 3. o the sales 
period when major stores sell many items 
at specially low prices O I bought this in 
the sales or at the sales or in the January 
sales. 
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sales analysis /'seilz ə næləsıs/ 
noun an examination of the reports of 
sales to see why items have or have not 
sold well 
sales appeal /'seilz 9,pi:l/ noun a 
quality in a product which makes custom- 
ers want to buy it 
sales book /'seilz buk/ noun a record 
of sales 
sales budget /'seilz ,bad3it/ noun a 
plan of probable sales 
sales campaign /'seilz kem,pem/ 
noun a series of planned activities to 
achieve higher sales 
sales channel /'seilz ,tfzen(a)l/ noun 
any means by which products can be 
brought into the marketplace and offered 
for sale, either directly to the customer or 
indirectly through retailers or dealers 
sales chart /'serlz tfa:t/ noun a dia- 
gram showing how sales vary from month 
to month 
sales clerk /'serlz kla:k/ noun US a 
person who sells goods to customers in a 
store 
“...the wage agreement includes sales 
clerks and commission sales people in 
stores in Toronto’ [Toronto Star] 
sales conference /'seilz 
ikonf(9)rons/ noun a meeting of sales 
managers, representatives, publicity staff, 
etc., to discuss results and future sales 
plans 
sales curve /'seilz k3:v/ noun a graph 
showing how sales increase or decrease 
sales day book /,serlz ‘der ,buk/ 
noun a book in which non-cash sales are 
recorded with details of customer, in- 
voice, amount and date; these details are 
later posted to each customer’s account in 
the sales ledger. Abbreviation SDB 
sales department /'seilz dı 
,pa:tmont/ noun the section of a compa- 
ny which deals with selling the compa- 
ny’s products or services 
sales drive /'serlz dratv/ noun a vigor- 
ous effort to increase sales 
sales executive /'serlz 1g,zekjutiv/ 
noun a person in a company or depart- 
ment in charge of sales 
sales figures /'seilz ,figaz/ plural 
noun total sales 
sales force /'seilz fors/ noun a group 
of sales staff 


sales forecast /'serlz ,fo:ka:st/ noun 
an estimate of future sales 


sales invoice /‘se1lz ,mvots/ noun an 
invoice relating to a sale 

sales journal /‘seilz ,d33:n(a)l/ noun 
the book in which non-cash sales are re- 
corded with details of customer, invoice, 
amount and date. These details are later 
posted to each customer’s account in the 
sales ledger. 

sales ledger /'serlz ,led3a/ noun a 
book in which sales to each customer are 
entered 


sales ledger clerk /'seilz led3ə 
iklark/ noun an office employee who 
deals with the sales ledger 


sales literature /‘serlz lit(a)ratfo/ 
noun printed information which helps 
sales, e.g. leaflets or prospectuses 


sales manager /'seilz ,mznid39/ 
noun a person in charge of a sales depart- 
ment 


salesmanship /'seilzmonfip/ noun 
the art of selling or of persuading custom- 
ers to buy 


sales mix /'serlz mıks/ noun the sales 
and profitability of a wide range of prod- 
ucts sold by a single company 

sales outlet /'serlz ,aut(a)let/ noun a 
shop which sells to the general public 
salesperson /'se1lz,p3:s(a)n/ noun 1. 
a person who sells goods or services to 
members of the public 2. a person who 
sells products or services to retail shops 
on behalf of a company (NOTE: The plural 
is salespeople.) 


sales pitch /'se1lz pıt f/ noun a talk by 
a salesperson to persuade someone to buy 


sales report /'serlz r1,po:t/ noun a re- 
port made showing the number of items 
or amount of money received for selling 
stock O In the sales reports all the Euro- 
pean countries are bracketed together. 


sales representative /'serlz repr 
\zentativ/, sales rep /'serlz rep/ noun 
same as salesperson O We have six 
sales representatives in Europe. O They 
have vacancies for sales representatives 
to call on accounts in the north of the 
country. 

sales return /'serlz r1,ta:n/ noun a re- 
port of sales made each day or week or 
quarter 
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sales revenue /'serlz ,revanju:/ noun 
US the income from sales of goods or 
services (NOTE: The UK term is turno- 
ver.) 

sales sheet /'seilz fi:t/ noun paper 
which gives details of a product and ex- 
plains why it is good 

sales slip /'serlz slip/ noun a paper 
showing that an article was bought at a 
specific shop O Goods can be exchanged 
only on production of a sales slip. 

sales target /'seilz ,ta:git/ noun the 
amount of sales a sales representative is 
expected to achieve 


sales tax /'seilz tæks/ noun a tax 
which is paid on each item sold and is col- 
lected when the purchase is made. Also 
called turnover tax 

sales team /'seilz ti:m/ noun all repre- 
sentatives, sales staff and sales managers 
working in a company 

sales volume /'seilz ,volju:m/ noun 
the number of units sold (NOTE: The UK 
term is turnover.) 

saleswoman /'se1lzwoumon/ noun 1. a 
woman who sells an organisation’s prod- 
ucts or services to customers 2. a woman 
in a shop who sells goods to customers 
(NOTE: The plural is saleswomen.) 
salvage /'szlvid3/ noun 1. the work of 
saving a ship or a cargo from being de- 
stroyed 2. goods saved from a wrecked 
ship, from a fire or from some other acci- 
dent O a sale of flood salvage items 
(NOTE: no plural) m verb 1. to save goods 
or a ship from being destroyed O We are 
selling off a warehouse full of salvaged 
goods. 2. to save something from loss O 
The company is trying to salvage its rep- 
utation after the managing director was 
sent to prison for fraud. O The receiver 
managed to salvage something from the 
collapse of the company. 

salvage money /'selvid3 ,mani/ 
noun payment made by the owner of a 
ship or a cargo to the person who has 
saved it 

salvage value /'selvid3 ,velju:/ 
noun the value of an asset if sold for scrap 
salvage vessel /'szlvid3 _,ves(a)l/ 
noun a ship which specialises in saving 
other ships and their cargoes 

same /seim/ adjective being or looking 
exactly alike 


“...previously, only orders received by 11 
a.m. via the Internet could be delivered the 
same day, and then only for a limited 
range of items. With fast packaging and 
inspection, same-day delivery is now pos- 
sible anywhere in Tokyo’ [Nikkei Weekly] 
same-store sales /,seim sto: 'serlz/ 
noun sales for the same stores over an 
earlier period 
‘it led the nation’s department stores 
over the crucial Christmas season with an 
11.7% increase in same-store sales’ [For- 
tune | 
‘its consistent double-digit same-store 
sales growth also proves that it is not just 
adding revenue by adding new locations’ 
[Fortune] 
sample /'sa:mpəl/ noun 1. a small part 
of an item which is used to show what the 
whole item is like O Can you provide us 
with a sample of the cloth or a cloth sam- 
ple? 2. a small group which is studied in 
order to show what a larger group is like 
O We interviewed a sample of potential 
customers. @ verb 1. to test or to try 
something by taking a small amount of it 
O to sample a product before buying it 2. 
to ask a representative group of people 
questions to find out what the reactions of 
a much larger group would be O They 
sampled 2,000 people at random to test 
the new drink. 


sample book /'sa:mpal buk/ noun a 
book showing samples of different types 
of cloth, paper, etc. 


sampling /‘sa:mpl1/ noun 1. the test- 
ing of a product by taking a small amount 
O a sampling of European Union produce 
2. the testing of the reactions of a small 
group of people to find out the reactions 
of a larger group of consumers 
sampling error /‘sa:mplin ,era/ noun 
the difference between the results 
achieved in a survey using a small sample 
and what the results would be if you used 
the entire population 
sanction /'senkJan/ noun permission 
O You will need the sanction of the local 
authorities before you can knock down 
the office block. @ verb to approve O The 
board sanctioned the expenditure of 
£1.2m on the development project. 
‘...members of the new Association of 
Coffee Producing Countries voted to cut 
their exports by 20 per cent to try to raise 
prices. The Association voted also on 
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ways to enforce the agreement and to im- 
plement sanctions if it is breached’ 
[Times] 

S&L abbr savings and loan 


sandwich board /'sendwitf bo:d/ 
noun a pair of boards with advertisements 
on them that is suspended from shoulder 
straps in front of and behind the person 
wearing them 


sandwich course /'szeendwid3 ko:s/ 
noun a course of study where students at 
a college or institute spend a period of 
time working in a factory, office or other 
organisation as part of gaining their qual- 
ification 

sandwich lease /'sendwid3_li:s/ 
noun US a lease held by someone who 
sublets the property he is leasing 


sandwich man /'sendwid3 mæn/ 
nouna man who carries a sandwich board 


satisfaction /,setis'feekJon/ noun a 
good feeling of happiness and content- 
ment O He finds great satisfaction in the 
job even though the pay is bad. 


satisfy /'sætısfa1/ verb 1. to give satis- 
faction or to please (NOTE: satisfies — 
satisfying — satisfied) o to satisfy a cli- 
ent to make a client pleased with what 
they have purchased o a satisfied cus- 
tomer a customer who has got what they 
wanted 2. to fill the requirements for a job 
(NOTE: satisfies — satisfying — satis- 
fied) o to satisfy a demand to fill a de- 
mand O We cannot produce enough to 
satisfy the demand for the product. 


saturate /'szetforeit/ verb to fill some- 
thing completely O They are planning to 
saturate the market with cheap mobile 
phones. O The market for home comput- 
ers is saturated. 


saturation /,sætfə'rerf(ə)n/ noun the 
process of filling completely o satura- 
tion of the market, market saturation a 
situation where the market has taken as 
much of the product as it can buy o the 
market has reached saturation point 
the market is at a point where it cannot 
buy any more of the product 


saturation advertising /,sztJo 
're1f(a)n ,edvotaizin/ noun a highly in- 
tensive advertising campaign O Satura- 
tion advertising is needed when there are 
large numbers of rival products on the 
market. 






























































save /seiv/ verb 1. to keep, not to spend 
(money) O He is trying to save money by 
walking to work. O She is saving to buy a 
house. 2. not to waste, to use less O To 
save time, let us continue the discussion 
in the taxi to the airport. O The govern- 
ment is encouraging companies to save 
energy. 3. to store data on a computer disk 
O Don’t forget to save your files when you 
have finished keyboarding them. 

save on phrasal verb not to waste, to 

use less O By introducing shift work we 

find we can save on fuel. 

save up phrasal verb to put money 

aside for a special purpose O They are 

saving up for a holiday in the USA. 
save-as-you-earn / serv oz ju: '3ın/ 
noun a scheme where employees can save 
money regularly by having it deducted 
automatically from their wages and in- 
vested in National Savings. Abbreviation 
SAYE 


saver /'servə/ noun a person who saves 
money 

saving /'servin/ noun the action of us- 
ing less O We are aiming for a 10% saving 
in fuel. O The new heating system has pro- 
duced remarkable savings in fuel. @ suffix 
which uses less 

savings /'setvinz/ plural noun money 
saved (i.e. money which is not spent) O 
She put all her savings into a deposit ac- 
count. 


savings account /'servinz 9,kaunt/ 
noun an account where you put money in 
regularly and which pays interest, often at 
a higher rate than a deposit account 


savings and loan/'setvinz ən ‘loun/, 
savings and loan association 
/‘servinz on 'laun ə,səusierf(ə)n/ noun 
US a financial association which accepts 
and pays interest on deposits from inves- 
tors and lends money to people who are 
buying property. The loans are in the form 
of mortgages on the security of the prop- 
erty being bought. S&Ls are regulated by 
the Office of Thrift Supervision and are 
protected by the Savings Association In- 
surance Fund. Abbreviation S&L. Also 
called thrift (NOTE: The UK term is 
building society.) 
COMMENT: Because of deregulation of in- 
terest rates in 1980, many S&Ls found 
that they were forced to raise interest on 
deposits to current market rates in order 
to secure funds, while at the same time 
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they still were charging low fixed-interest 
rates on the mortgages granted to bor- 
rowers. This created considerable prob- 
lems and many S&Ls had to be rescued 
by the Federal government. 
savings bank /'setvinz benk/ noun a 
bank where you can deposit money and 
receive interest on it 


savings certificate /‘setvinz so 
,trfikat/ noun a document showing that 
you have invested money in a government 
savings scheme (NOTE: The US term is 
savings bond.) 


SAYE abbr save-as-you-earn 


scale /ske1l/ noun 1. a system which is 
graded into various levels scale of 
charges or scale of prices a list showing 
various prices o scale of salaries a list of 
salaries showing different levels of pay in 
different jobs in the same company 2. o to 
start in business on a small scale to start 
in business with a small staff, few prod- 
ucts or little capital 
COMMENT: If a share issue is oversub- 
scribed, applications may be scaled 
down; by doing this, the small investor is 
protected. So, in a typical case, all appli- 
cations for 1,000 shares may receive 
300; all applications for 2,000 shares 
may receive 500; applications for 5,000 
shares receive 1,000, and applications 
for more than 5,000 shares will go into a 
ballot. 
scale down phrasal verb to lower 
something in proportion 
COMMENT: If a share issue is oversub- 
scribed, applications may be scaled 
down; by doing this, the small investor is 
protected. So, in a typical case, all appli- 
cations for 1,000 shares may receive 
300; all applications for 2,000 shares 
may receive 500; applications for 5,000 
shares receive 1,000, and applications 
for more than 5,000 shares will go into a 
ballot. 
scale up phrasal verb to increase 
something in proportion 
scales /skerlz/ noun a machine for 
weighing 
scam /skæm/ noun a fraud, an illegal or 
dishonest scheme (informal) O Many fi- 
nancial scams only come to light by acci- 
dent. 


scandal /'skænd(ə)l/ noun a wrong ac- 
tion that produces a general feeling of 
public anger O The government was 
brought down by the scandal over the 
slush funds. 






































‘...frauds have always been perpetrated, 
but the growth of the capital markets in the 
last 30 years has led to an explosion in 
trading scandals’ [Times] 
scarce /skeəs/ adjective not easily 
found or not common O scarce raw mate- 
rials O Reliable trained staff are scarce. 
scarceness /'skeəsnəs/, scarcity 
/'skeasiti/ noun the state of being scarce 
O There is a scarcity of trained staff. 
scarcity value /'skeositi ,velju:/ 
noun the value something has because it 
is rare and there is a large demand for it 
scenario /st'na:riav/ noun the way in 
which a situation may develop, or a de- 
scription or forecast of possible future de- 
velopments 
“...on the upside scenario, the outlook is 
reasonably optimistic, bankers say, the 
worst scenario being that a scheme of ar- 
rangement cannot be achieved, resulting in 
liquidation’ [Irish Times] 
schedule /'fedju:l/ noun 1. a timeta- 
ble, a plan of how time should be spent, 
drawn up in advance O The managing di- 
rector has a busy schedule of appoint- 
ments. O Her assistant tried to fit us into 
her schedule. 0 on schedule at the time or 
stage set down in the schedule O The 
launch took place on schedule. o to be 
ahead of schedule to be early O The 
building was completed ahead of sched- 
ule. o to be on schedule to be on time O 
The project is on schedule. O We are on 
schedule to complete the project at the 
end of May. o to be behind schedule to 
be late O J am sorry to say that we are 
three months behind schedule. 2. a list, 
especially a list forming an additional 
document attached to a contract O the 
schedule of territories to which a contract 
applies O Please find enclosed our sched- 
ule of charges. O See the attached sched- 
ule or as per the attached schedule. 3. a 
list of interest rates 4. a form relating to a 
particular kind of income liable for UK 
income tax 5. details of the items covered 
by an insurance, sent with the policy W 
verb 1. to list officially O We offer a 10% 
reduction on scheduled prices or sched- 
uled charges to selected customers. 2. to 
plan the time when something will hap- 
pen O The building is scheduled for com- 
pletion in May. 
COMMENT: The current British tax sched- 


ules are: Schedule A: rental income 
from land and buildings; Schedule C: in- 
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come from government stock; Schedule 
D: profits of trade, profession, interest, 
etc., but not from employment; Sched- 
ule E: income from salaries, wages, etc., 
from employment and pensions Sched- 
ule F: dividends from UK companies. 
(Schedule B was formerly income from 
woodland). 

scheduled /'fed3u:ld/ adjective listed 

in a separate schedule 

scheduled flight /,fedzu:ld ‘flart/ 

noun a regular flight which is in the air- 

line timetable O He left for Helsinki on a 

scheduled flight. 


scheduling /'Sedju:lm/ noun the proc- 
ess of drawing up a plan or a timetable 
scheme /ski:m/ noun a plan, arrange- 
ment or way of working O Under the bo- 
nus scheme all employees get 10% of 
their annual pay as a Christmas bonus. O 
She has joined the company pension 
scheme. O We operate a profit-sharing 
scheme for managers. O The new pay- 
ment scheme is based on reward for indi- 
vidual effort. 

scheme of arrangement /,ski:m ov 
a'reind3mont/ noun a scheme drawn up 
by an individual or company to offer ways 
of paying debts, so as to avoid bankruptcy 
proceedings. Also called voluntary ar- 
rangement 

science /'sarons/ noun study or knowl- 
edge based on observing and testing 
science park /'sarons pa:k/ noun an 
area near a town or university set aside for 
technological industries 

scientific research /,saton,trftk rI 
's3itf/ noun study to try to find out infor- 
mation O He is engaged in research into 
the packaging of the new product line. O 
The company is carrying out research 
into finding a medicine to cure colds. 
scope /skaup/ noun an opportunity or 
possibility O There is considerable scope 
for expansion into the export market. 
there is scope for improvement in our 
sales performance the sales performance 
could be improved 

scorched earth policy /,sko:tJt '3:0 
\polisi/ noun a way of combating a take- 
over bid, where the target company sells 
valuable assets or purchases unattractive 
assets. ù poison pill 

scrap /skrzp/ noun 1. material left over 
after an industrial process, and which still 
has some value, as opposed to waste, 














which has no value O fo sell a ship for 
scrap 2. pieces of metal to be melted 
down to make new metal ingots m verb 1. 
to give up, to stop working on O We 
scrapped all our plans for expansion. 2. 
to throw (something) away as useless O 
They had to scrap 10,000 spare parts. 
(NOTE: scrapping — scrapped) 


scrap dealer /'skrzp ,di:la/ noun a 
person who deals in scrap 


scrap value /'skrep ,vzlju:/ noun the 
value of an asset if sold for scrap O Its 
scrap value is £2,500. 


screen /skri:n/ noun 1. a glass surface 
on which computer information or TV 
pictures can be shown O She brought up 
the information on the screen. O I'll just 
call up details of your account on the 
screen. 2. a flat panel which acts as a form 
of protection m verb to examine some- 
thing carefully to evaluate or assess it o to 
screen candidates to examine candidates 
to see if they are completely suitable 
screen-based activity /,skri:ın 
ibeisd æk'tıvıti/ noun a task that has to 
be done using a computer 


screening /'skri:inıy/ noun the 
screening of candidates the examining 
of candidates to see if they are suitable 


screensaver /'skri:in,servə/ noun a 
program that shows moving images on 
the screen when a computer is not being 
used, because a static image can damage 
the monitor by burning itself into the 
phosphor coating on the inside of the 
screen 


scrip /skrıp/ noun a security, e.g. a 
share, bond, or the certificate issued to 
show that someone has been allotted a 
share or bond 
“...under the rule, brokers who fail to de- 
liver stock within four days of a transac- 
tion are to be fined 1% of the transaction 
value for each day of missing scrip’ 
[Far Eastern Economic Review] 
scrip issue /'skrıp ,1fu:/ noun an issue 
of shares whereby a company transfers 
money from reserves to share capital and 
issues free extra shares to the sharehold- 
ers. The value of the company remains the 
same, and the total market value of share- 
holders’? shares remains the same, the 
market price being adjusted to account for 
the new shares. Also called free issue, 
capitalisation issue 
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scripophily /skri'poftli/ noun the 
practice of collecting old share certifi- 
cates and bond certificates as a hobby and 
investment 

SDB abbr sales day book 

seal /si:l/ noun 1. a special symbol, of- 
ten one stamped on a piece of wax, which 
is used to show that a document is offi- 
cially approved by the organisation that 
uses the symbol o contract under seal a 
contract which has been legally approved 
with the seal of the company 2. a piece of 
paper, metal or wax attached to close 
something, so that it can be opened only 
if the paper, metal or wax is removed or 
broken m verb 1. to close something 
tightly O The computer disks were sent in 
a sealed container. 2. to attach a seal, to 
stamp something with a seal O Customs 
sealed the shipment. 


sealed tender /,si:ld 'tenda/ noun a 
tender sent in a sealed envelope which 
will be opened with others at a specific 
time 

SEAQ noun a computerised information 
system giving details of current share 
prices and stock market transactions on 
the London Stock Exchange. Dealers list 
their offer and bid prices on SEAQ, and 
transactions are carried out on the basis of 
the information shown on the screen and 
are also recorded on the SEAQ database 
in case of future disputes. Full form 
Stock Exchange Automated Quota- 
tions system 


search /s3:tJ/ noun an examination of 
records by the lawyer acting for someone 
who wants to buy a property, to make sure 
that the vendor has the right to sell it 
search engine /'ss:tf ,end3m/ nouna 
computer program that searches through 
a number of documents, especially on the 
Internet, for particular keywords and pro- 
vides the user with a list of the documents 
in which those keywords appear 

search engine registration /'ss:tf 
end3in red31,stre1f(a)n/ noun the proc- 
ess of registering a website with a search 
engine, so that the site can be selected 
when a user requests a search 

season /'si:z(a)n/ noun 1. one of four 
parts into which a year is divided, i.e. 
spring, summer, autumn and winter 2. a 
period of time when some activity usually 
takes place O the selling season 














seasonal /'si:iz(ə)n(ə)/ adjective 
which lasts for a season or which only 
happens during a particular season O sea- 
sonal variations in sales patterns O The 
demand for this item is very seasonal. 
seasonal adjustment /,si:z(ə)n(ə)l 
ə'dzastmənt/ noun a change made to 
figures to take account of seasonal varia- 
tions 

seasonal demand /,si:z(ə)n(ə)| di 
‘ma:nd/ noun a demand which exists 
only during the high season 

seasonal employment /'si:z(9)n(a)l 
1m,plormont/, seasonal work 
/'si:z(a)n(a)l watk/ noun a job which is 
available at certain times of the year only 
(such as in a ski resort) 

seasonally adjusted /,si:z(ə)nəli ə 
‘dgastid/ adjective referring to statistics 
which are adjusted to take account of sea- 
sonal variations 

seasonal product /'si:iz(ə)n(ə)l 
,prodakt/ noun a product such as skis or 
New Year cards which is only bought for 
use at a specific time of year 

seasonal unemployment 
/,si:z(a)nol_ ,anim'plorment/ noun un- 
employment which rises and falls accord- 
ing to the season 

season ticket /'si:z(a)n ,tikit/ noun a 
rail or bus ticket which can be used for 
any number of journeys over a period 
(normally 1, 3, 6 or 12 months) 

sec abbr secretary 

SEC abbr Securities and Exchange 
Commission 

second /'sekənd/ noun, adjective the 
thing which comes after the first m verb 
/st'kond/ 1. /'sekond/; /s1'kond/ o to 
second a motion to be the first person to 
support a proposal put forward by some- 
one else O Mrs Smith seconded the mo- 
tion or The motion was seconded by Mrs 
Smith, 2. to lend a member of staff to an- 
other company, organisation or depart- 
ment for a fixed period of time O He was 
seconded to the Department of Trade for 
two years. 

secondary /'sekand(a)ri/ adjective 
second in importance 

secondary action /,sekond(o)ri 
'ækfən/, secondary strike 
/,sekond(o)ri 'strark/, secondary pick- 
eting /,sekond(9)ri 'pıkıtıy/ noun the 
picketing by striking workers of a factory 
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which is not the one with which they are 
in direct dispute, often to prevent it from 
supplying the striking factory or receiving 
supplies from it. Also called secondary 
picketing, secondary strike 
secondary bank /'sekond(a)ri beenk/ 
noun a finance company which provides 
money for hire-purchase deals 
secondary industry /'sekond(s)ri 
Indastri/ noun an industry which uses 
basic raw materials to produce manufac- 
tured goods 

secondary picketing /,sekond(s)ri 
‘pikit/ noun same as secondary ac- 
tion 

secondary products /'sekond(s)ri 
,prodakts/ plural noun products which 
have been processed from raw materials 
(as opposed to primary products) 
secondary strike /,sekond(a)ri 
‘straik/ noun same as secondary ac- 
tion 

second-class /,sekond 'kla:s/ adjec- 
tive, adverb referring to a less expensive 
or less comfortable way of travelling O 
The group will travel second-class to Hol- 
land. O The price of a second-class ticket 
is half that of a first class. 


second-class mail /,sekond kla:s 
‘metl/ noun a less expensive, slower mail 
service O The letter took three days to ar- 
rive because he sent it second-class. 


second decile /,sekond 'desarəl/ 
noun a number below which fifty percent 
of numbers fall O This group falls within 
the second decile. 


seconder /'sekəndə/ noun a person 
who seconds a proposal O There was no 
seconder for the motion so it was not put 
to the vote. 


second half /,sekand 'ha:f/ noun a 
period of six months from 1st July to 31st 
December © The figures for the second 
half are up on those for the first part of the 
year. 

second half-year /,sekond 'ha:f jro/ 
noun the six-month period from July to 
the end of December 


secondhand / sekənd'hænd/ adjec- 
tive, adverb which has been owned by 
someone before O a secondhand car O 
the market in secondhand computers or 
the secondhand computer market O to 
buy something secondhand 


secondhand dealer /,sekondhend 
'di:lə/ noun a dealer who buys and sells 
secondhand items 


secondment /s!'kondmont/ noun the 
fact or period of being seconded to anoth- 
er job for a period O She is on three years’ 
secondment to an Australian college. 


second mortgage /\sekond 
'mo:gid3/ noun a further mortgage on a 
property which is already mortgaged 
second quarter /,sekond 'kwo:to/ 
noun a period of three months from April 
to the end of June 


second-rate /,sekond 'rert/ adjective 
not of good quality O never buy anything 
second-rate 


seconds /'sekandz/ plural noun items 
which have been turned down by the qual- 
ity controller as not being top quality O 
The shop has a sale of seconds. 

secret /'sitkrat/ adjective being delib- 
erately kept hidden from people, or which 
is not known about by many people O The 
MD kept the contract secret from the rest 
of the board. O The management signed a 
secret deal with a foreign supplier. W 
noun something which is kept hidden or 
which is not known about by many people 
O to keep a secret o to keep a secret not 
to tell secret information which you have 
been told 


secretarial /,sekri'teorial/ adjective 
referring to the work of a secretary O She 
is taking a secretarial course. O He is 
looking for secretarial work. O We need 
extra secretarial help to deal with the 
mailings. O Their secretarial duties are 
not onerous, just boring. O Secretarial 
work is seen as a step towards manage- 
ment positions. 
secretarial college /,sekra,teorial 
‘kplid3/ noun a college which teaches 
skills which a secretary needs, such as 
shorthand, typing and word-processing 
secretariat /,sekri'teariat/ noun an 
important office and the officials who 
work in it O the United Nations secretar- 
iat 
“...a debate has been going on over the es- 
tablishment of a general secretariat for the 
G7. Proponents argue that this would give 
the G7 a sense of direction and continuity’ 
[Times] 
secretary /'sekrat(9)ri/ noun 1. a per- 
son who helps to organise work, types let- 
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ters, files documents, arranges meetings, 
etc., for someone O My secretary deals 
with incoming orders. O Her secretary 
phoned to say she would be late. 2. an of- 
ficial of a company or society whose job 
is to keep records and write letters 3. a 
member of the government in charge of a 
department O the Trade Secretary O the 
Foreign Secretary O the Education Secre- 
tary 

secretary and personal assistant 
/,sekrat(a)ri on  ,psis(a)n(a)l_ ə 
'sist(a)nt/ noun a secretary to a top-level 
member of an organisation, such as direc- 
tor, or senior manager 


Secretary of State /,sekrat(a)ri ov 
'stert/ noun a member of the government 
in charge of a department O the Secretary 
of State for Trade and Industry 


secret ballot /,si:krat 'belat/ noun an 
election where the voters vote in secret 


section /'sekfan/ noun 1. a part of 
something O You should read the last sec- 
tion of the report — it is very interesting. 2. 
one of the parts of an Act of Parliament 


sector /'sekta/ noun a part of the econ- 
omy or the business organisation of a 
country O All sectors of the economy suf- 
fered from the fall in the exchange rate. O 
Technology is a booming sector of the 
economy. 

“...government services form a large part 

of the tertiary or service sector’ 

[Sydney Morning Herald] 

“...in the dry cargo sector, a total of 956 

dry cargo vessels are laid up — 3% of world 

dry cargo tonnage’ [Lloyd’s List] 
secure /si'kjua/ adjective safe, which 
cannot change o secure job a job from 
which you are not likely to be made re- 
dundant o secure investment an invest- 
ment where you are not likely to lose 
money W verb 1. o to secure a loan to 
pledge an asset as a security for a loan 2. 
to get something safely into your control 
O He is visiting several banks in an at- 
tempts to secure funds for his project. O 
He secured the backing of an Australian 
group. 
secured /si'kjuad/ adjective used to 
describe a type of borrowing such as a 
mortgage where the lender has a legal 
right to take over an asset or assets of the 
borrower, if the borrower does not repay 
the loan 






































secured creditor /s1,kjuod 'kredit9/ 
noun a person who is owed money by 
someone, and can legally claim the same 
amount of the borrower’s property if the 
borrower fails to pay back the money 
owed 


secured debt /s1,kjuad 'det/ noun a 
debt which is guaranteed by assets which 
have been pledged 


secured loan /si'kjuad laun/ noun a 
loan which is guaranteed by the borrower 
giving assets as security 

securities /s1'kjuaritiz/ plural noun 1. 
investments in stocks and shares 2. certif- 
icates to show that someone owns stocks 
or shares 


Securities and Exchange Com- 
mission /si'kjuoritiz on 1ks'tferndz 
kə'mıf(ə)n/ noun the official body which 
regulates the securities markets in the 
USA. Abbreviation SEC 


Securities and Futures Authority 
/sı kjuərətiz ən 'fjurtfaz o:,Ovrati/ 
noun in the UK, a self-regulatory organi- 
sation which supervises the trading in 
shares and futures, now part of the FSA. 
Abbreviation SFA 


securities market  /si'kjuoritiz 
smarkit/ noun a Stock Exchange, a place 
where stocks and shares can be bought or 
sold 

securities trader  /si'kjuoritiz 
,treida/ noun a person whose business is 
buying and selling stocks and shares 
securitise /si'kjurataiz/, securitize 
verb to make a loan into a security which 
can be traded (e.g. by issuing an IOU for 
a loan) 


security /st'kjuoriti/ noun 1. the fact 
of being protected against attack o office 
security the act of protecting an office 
against theft 2. the fact of being kept se- 
cret o security in this office is nil nothing 
can be kept secret in this office 3. a guar- 
antee that someone will repay money bor- 
rowed O fo give something as security for 
a debt O to use a house as security for a 
loan O The bank lent him £20,000 without 
security. O to stand security for some- 
one to guarantee that if the person does 
not repay a loan, you will repay it for him 
security guard /si'kjuoriti ga:d/ 
noun a person who protects an office or 
factory against burglars 
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security of employment /sı 
|kjuariti əv mm'plormont/ noun a feel- 
ing by an employee that he or she will be 
able to stay in the same job until retire- 
ment 


security of tenure /si,kjuoriti ov 
‘tenjo/ noun a right to keep a job or rent- 
ed accommodation provided conditions 
are met 


security printer /st'kjuoriti ,prmto/ 
noun a printer who prints material that 
has to be kept secure, such as paper mon- 
ey, share prospectuses or secret govern- 
ment documents 

seed capital /'si:d 'kepitol/, seed 
money /'sid ,mani/, seedcorn 
/'si:rdkoin/ noun capital invested when a 
new project is starting up, before it is 
brought to the stock market 

see-safe /'si: serf/ adverb under an 
agreement where a supplier will give 
credit for unsold goods at the end of a pe- 
riod if the retailer cannot sell them O We 
bought the stock see-safe. 


segment /'segmont/ noun a part of the 
sales of a large business defined by spe- 
cific criteria 

segmentation /,segmən'terf(ə)n/ 
noun the division of the market or con- 
sumers into categories according to their 
buying habits 

seize /si:z/ verb to take hold of some- 
thing, to take possession of something O 
Customs seized the shipment of books. O 
The court ordered the company’s funds to 
be seized. 

seizure /'si:30/ noun an act of taking 
possession of something O the court or- 
dered the seizure of the shipment or of the 
company’s funds 


select /s1'lekt/ adjective of top quality 
or specially chosen O The firm offers a se- 
lect range of merchandise. O Our custom- 
ers are a select group. @ verb to choose O 
The board will meet to select three candi- 
dates for a second interview. a selected 
items are reduced by 25% some items 
have been reduced by 25% 

selection /s1'lekfan/ noun 1. a choice 
2. a thing which has been chosen O Here 
is a selection of our product line. 
selection board /si'lekfan bo:d/ 
noun a committee which chooses a candi- 
date for a job 














selection procedure /sr'lekfon pra 
\Sizd30/ noun the general method of 
choosing a candidate for a job 
selective /si'lektiv/ adjective choos- 
ing carefully 

selective strikes /s1,lektiv 'strarks/ 
noun strikes in certain areas or at certain 
factories, but not everywhere 

self /self/ pronoun your own person 
‘pay self’ (on cheques) pay the person 
who has signed the cheque 

self- /self/ prefix referring to yourself 


self-assessment /self 9'sesmont/ 
noun the process of calculating how 
much tax you should pay and reporting it 
to the Inland Revenue on time O Sel/f-as- 
sessment forms should be returned to the 
tax office by 31st January. 


self-contained office / self kon 
,ternd 'pfts/ noun an office which has all 
facilities inside it, and its own entrance, 
so that it is separate from other offices in 
the same building 


self-employed /,self ım'plord/ adjec- 
tive working for yourself or not on the 
payroll of a company O a self-employed 
engineer O He worked for a bank for ten 
years but is now self-employed. ™@ plural 
noun o the self-employed people who 
work for themselves 

self-financed /,self far'nenst/ adjec- 
tive o the project is completely self-fi- 
nanced the project pays its development 
costs out of its own revenue, with no sub- 
sidies 

self-financing /,self far'nznsrn/ 
noun the financing of development costs, 
the purchase of capital assets, etc. by a 
company from its own resources ll adjec- 
tive o the company is completely self-fi- 
nancing the company finances its devel- 
opment costs, capital assets, etc. from its 
own resources 


self-made man /,self merd 'mzn/ 
noun a man who is rich and successful 
because of his own work, not because he 
inherited money or position 

self-made woman /self merd 
'wumon/ noun a woman who is rich and 
successful because of her own work, not 
because she inherited money or position 
self-regulating organisation /self 
Tegjuleitty ,o:ganar'zerf(a)n/ noun 
same as self-regulatory organisation 
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self-regulation /self ,regju'lerf(9)n/ 
noun the regulation of an industry by it- 
self, through a committee which issues a 
rulebook and makes sure that members of 
the industry follow the rules (NOTE: For 
example, the Stock Exchange is regulat- 
ed by the Stock Exchange Council.) 
self-regulatory /self ,regju'lert(o)ri/ 
adjective referring to an organisation 
which regulates itself 


self-regulatory organisation /,self 
egjulot(a)ri_ ,o:gonar'zerf(a)n/ noun 
an organisation, such as the Securities and 
Futures Authority, which regulates the 
way in which its own members carry on 
their business. Abbreviation SRO 
self-seal envelope /jself sil 
‘envaloup/ noun an envelope which 
sticks closed when you press the flap 
down 
self-service store / self 'ss:vis ,sto:/ 
noun a shop where customers take goods 
from the shelves and pay for them at the 
checkout 
self-starter /,self 'sta:ta/ noun a per- 
son who can be relied on to take the initi- 
ative in a new situation without asking for 
instructions 
self-sufficiency /,self sə'fıf(ə)nsi/ 
noun the state of being self-sufficient 
self-sufficient /self sə'fıf(ə)nt/ ad- 
jective producing enough food or raw ma- 
terials for its own needs O The country is 
self-sufficient in oil. 
self-supporting /,self sa'po:tin/ ad- 
jective which finances itself from its own 
resources, with no subsidies 
sell noun an act of selling o to give a 
product the hard sell to make great ef- 
forts to persuade customers to buy it E 
phrasal verb 1. to give goods in ex- 
change for money O to sell something 
on credit O The shop sells washing ma- 
chines and refrigerators. O They tried to 
sell their house for £100,000. © Their 
products are easy to sell. 2. to be sold O 
These items sell well in the pre-Christ- 
mas period. O Those packs sell for £25 
a dozen. ù hard sell (NOTE: selling — 
sold) 
sell forward phrasal verb to sell for- 
eign currency, commodities, etc. for de- 
livery at a later date 
sell off phrasal verb to sell goods 
quickly to get rid of them 


























sell out phrasal verb 1. o to sell out of 
an item to sell all the stock of an item O 
to sell out of a product line O We have 
sold out of plastic bags. O This item has 
sold out. 2. to sell your business O They 
sold out and retired to the seaside. 
sell up phrasal verb to sell a business 
and all the stock O He sold up and 
bought a farm. 
sell and build /,sel ən 'bild/ noun a 
type of manufacturing in which the pro- 
ducer first receives an order and payment 
from the customer and then makes a prod- 
uct, rather than making products for stock 
sell-by date /'sel bar ,dert/ noun a 
date on a food packet which is the last 
date on which the food is guaranteed to be 
good 
seller /‘sela/ noun 1. a person who sells 
O There were few sellers in the market, so 
prices remained high. 2. something 
which sells O This book is a steady seller. 
seller’s market /,seloz 'ma:kıt/ noun 
a market where the seller can ask high 
prices because there is a large demand for 
the product. Opposite buyer’s market 
-selling /sel1/ suffix o best-selling car 
a car which sells better than other models 
selling costs /'seliy kosts/, selling 
overhead /,selin 'suvahed/ plural noun 
the amount of money to be paid for the 
advertising, reps’ commissions and other 
expenses involved in selling something 
selling price /‘selm prats/ noun the 
price at which someone is willing to sell 
something 
sellout /'selaut/ noun o this item has 
been a sellout all the stock of the item has 
been sold 
semi- /semi/ prefix half or part 
semi-finished product /,semi 
‘finift ,prodakt/ noun a product which 
is partly finished 
seminar /‘semina:/ noun a meeting for 
the purposes of learning and discussion 
with a relatively small number of partici- 
pants O He attended a seminar on direct 
selling. O She is running a seminar for 
senior managers. 
semi-skilled /,semi 'skıld/ adjective 
having had or involving some training 
semi-skilled jobs jobs which require 
some training or experience 
send /send/ verb to make someone or 
something go from one place to another O 
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She sent a letter to our solicitors. O The 
order was sent to the warehouse. O The 
company is sending him to Australia to be 
general manager of the Sydney office. O 
Send the letter airmail if you want it to ar- 
rive next week. O The shipment was sent 
by rail. (NOTE: sending — sent) 
send away for phrasal verb to write 
asking for something to be sent to you O 
We sent away for the new catalogue. 
send for phrasal verb 1. to ask some- 
one to come; to ask for something to be 
brought O He sent for the chief account- 
ant. O She sent for the papers on the 
contract. 2. US to write to ask for some- 
thing to be sent to you O We sent for the 
new catalog. (NOTE: British English 
uses send away for, send off for in 
this meaning.) 
send in phrasal verb to send (a letter) 
O he sent in his resignation O she sent in 
an application 
send off phrasal verb to put (a letter) in 
the post 
send off for phrasal verb to write ask- 
ing for something to be sent to you O We 
sent off for the new catalogue. 
send on phrasal verb to post a letter 
which you have received, and address it 
to someone else O He sent the letter on 
to his agent in Australia. 


sender /'senda/ noun a person who 
sends o ‘return to sender’ words on an 
envelope or parcel to show that it is to be 
sent back to the person who sent it 


Sendirian /,sen'dirian/ noun a Malay 
term meaning ‘limited’ 


Sendirian berhad noun a Malay term 
meaning ‘private limited company’ 


senior /'si:nia/ adjective 1. referring to 
an employee who is more important 2. re- 
ferring to an employee who is older or 
who has been employed longer than an- 
other 3. referring to a sum which is repay- 
able before others 


senior debt /,si:nio 'det/ noun a debt 
which must be repaid in preference to oth- 
er debts (such as a first mortgage over a 
second mortgage) 

seniority /,si:ni'priti/ noun 1. the fact 
of being more important O in order of 
seniority 2. the fact of being older or hav- 
ing been an employee of the company 
longer 














senior management = /si:nia 
‘meenid3mont/ noun the main directors 
of a company 

senior manager /,si:nio 'mænı1d3ə/, 
senior executive /,si:nior 1g'zekjutiv/ 
noun a manager or director who has a 
higher rank than others 

senior partner /,si:nio 'pa:tnə/ noun 
the most important partner in a firm of so- 
licitors or accountants 

senior staff /,si:nio 'sta:f/ noun 1. 
older members of staff 2. people in more 
important positions in a company 
senior vice-president /,si:nia vars 
‘prezid(9)nt/ noun one of a few main ex- 
ecutive directors of a company 
separate adjective /'sep(a)rat/ not 
connected with something to send 
something under separate cover to send 
something in a different envelope m verb 
/‘seporeit/ to divide O The personnel are 
separated into part-timers and full-time 
staff. 

separately /'sep(ə)rətli/ adverb not to- 
gether O each job was invoiced separately 
sequester /si'kwesta/, sequestrate 
/‘sitkwistreit, st'kwestreit/ verb to 
take and keep a bank account or property 
because a court has ordered it O The un- 
ion’s funds have been sequestrated. 
sequestration /,siikwe'strerf(ə)n/ 
noun the act of taking and keeping prop- 
erty on the order of a court, especially of 
seizing property from someone who is in 
contempt of court 

sequestrator /'si:kwistreito, sI 
'kwestrertə/ noun a person who takes 
and keeps property on the order of a court 
serial entrepreneur = /starial 
,ontropro'ns:/ noun an entrepreneur 
who starts up many new businesses, one 
after the other 

serial number /'srorial ,nambə/ noun 
a number ina series O This batch of shoes 
has the serial number 25-02. 

series /'stari:z/ noun a group of items 
following one after the other OA series of 
successful takeovers made the company 
one of the largest in the trade. (NOTE: The 
plural is series.) 

serious /'storias/ adjective 1. bad © the 
storm caused serious damage O The dam- 
age to the computer was not very serious. 
2. thoughtful O The management is mak- 














373 


service engineer 





ing serious attempts to improve working 
conditions. 


Serious Fraud Office /,storios 
'froid ,pfis/ noun a British government 
department in charge of investigating ma- 
jor fraud in companies. Abbreviation 
SFO 


seriously /'storiasli/ adverb 1. badly O 
The cargo was seriously damaged by wa- 
ter. 2. ina thoughtful way O We are taking 
the threat from our competitors very seri- 
ously. 


servant /'ss:vont/ noun a person who 
is paid to work in someone’s house 
serve /ss:v/ verb 1. to deal with a cus- 
tomer o to serve a customer to take a 
customer’s order and provide what he 
wants o to serve in a shop, in a restau- 
rant to deal with customers’ orders 2. 
to serve someone with a writ or to serve 
a writ on someone to give someone a 
writ officially, so that they have to receive 
it 


server /'ss:vo/ noun a computer or pro- 
gram which provides a function to a net- 
work 


server farm /'ss:va fa:m/ noun a 
place that contains a large number of 
server computers and usually runs these 
servers for the benefit of many different 
organisations 

service /'ss:vis/ noun 1. a piece of 
work done to help someone as a duty or a 
favour O After a lifetime’s service to the 
company he was rewarded with a gener- 
ous golden handshake. 2. a form of busi- 
ness (e.g. insurance, banking, or trans- 
port) that provides help in some form 
when it is needed, as opposed to making 
or selling goods 3. the fact of working for 
an employer, or the period of time during 
which an employee has worked for an 
employer © retiring after twenty years 
service to the company O The amount of 
your pension depends partly on the 
number of your years of service. 4. the 
work of dealing with customers O The 
service in that restaurant is extremely 
slow 5. payment for help given to the cus- 
tomer O to add on 10% for service o the 
bill includes service the bill includes a 
charge added for the work involved O The 
service in that restaurant is extremely 
slow. 6. the act of keeping a machine in 
good working order O the routine service 


















































facturer for servicing. 2. 


of equipment O The machine has been 
sent in for service. 7. the business of pro- 
viding help in some form when it is need- 
ed 8. o to put a machine into service to 
start using a machine 9. the regular work- 
ing of a public organisation O the postal 
service is efficient O The bus service is 
very irregular. O We have a good train 
service to London. o the civil service or- 
ganisation and personnel which adminis- 
ter a country O you have to pass an exam- 
ination to get a job in the civil service or 
to get a civil service job O civil service 
pensions are index-linked O He has a job 
in the civil service. M@ verb 1. to keep a 
machine in good working order O The car 
needs to be serviced every six months. O 
The computer has gone back to the manu- 
to service a 
debt to pay interest on a debt O The com- 
pany is having problems in servicing its 
debts. 


service agreement /'ssivıs ə 
,grizmont/ noun a contract between a 
company and a director showing all con- 
ditions of work O The service agreement 
says very little about hours of work. 


service bureau /'ss:vis_,bjuarau/ 
noun an office which specialises in help- 
ing other offices 


service centre /'ss:vis ,sento/ noun 
an office or workshop which specialises 
in keeping machines in good working or- 
der 

service charge /'ss:vis tfa:d3/ noun 
1. a charge added to the bill in a restaurant 
to pay for service 2. an amount paid by 
tenants in a block of flats or offices for 
general maintenance, insurance and 
cleaning 3. US a charge which a bank 
makes for carrying out work for a custom- 
er (NOTE: The UK term is bank charge.) 


service contract /‘sa:vis ,kontrekt/ 
noun a contract between a company and a 
director showing all conditions of work O 
She worked unofficially with no service 
contract. 


service department /'ss:vıs dr 
,pa:tmont/ noun the section of a compa- 
ny which keeps customers’ machines in 
good working order 


service engineer /'ss:vis end31,n10/ 
noun an engineer who specialises in 
keeping machines in good working order 
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service handbook /'s3rvIs 
sheendbuk/ noun a book which shows 
how to service a machine 
service industry /‘ss:vis ,mndastri/ 
noun an industry which does not produce 
raw materials or manufacture products 
but offers a service such as banking, re- 
tailing or accountancy 
service manual /'ss:vis_,mznjuol/ 
noun a book showing how to service a 
machine 
service sector /'s3:vis ,sekto/ noun 
the part of an economy that consists of 
service industries 
service station /‘sa:vis ,sterf(ə)n/ 
noun a garage where you can buy petrol 
and have small repairs done to a car 
session /'sef(a)n/ noun a period of 
time spent on a specific activity, especial- 
ly as part of a larger event O The morning 
session or the afternoon session will be 
held in the conference room. 
“...Statistics from the stock exchange 
show that customer interest in the equity 
market has averaged just under £700m in 
recent trading sessions’ [Financial Times] 
set /set/ noun a group of items which go 
together, which are used together or 
which are sold together O a set of tools Wm 
adjective fixed or which cannot be 
changed © There is a set fee for all our 
consultants. ™ verb to fix or to arrange 
something O We have to set a price for the 
new computer. O The price of the calcula- 
tor has been set low, so as to achieve max- 
imum unit sales. (NOTE: setting — set) 
the auction set a record for high prices 
the prices at the auction were the highest 
ever reached o to set the bar to motivate 
staff by setting targets that are above their 
current level of achievement 
set against phrasal verb to balance 
one group of figures against another 
group to try to make them cancel each 
other out O to set the costs against the 
sales revenue O Can you set the expens- 
es against tax? 
set aside phrasal verb to decide not to 
apply a decision O The arbitrator’s 
award was set aside on appeal. 
set back phrasal verb to make some- 
thing late O The project was set back six 
weeks by bad weather. 
set out phrasal verb to put clearly in 
writing O to set out the details in a re- 
port 


























set up phrasal verb to begin some- 

thing, or to organise something new O 

to set up an inquiry or a working party 

to set up a company to start a compa- 
ny legally o to set up in business to 
start a new business O She set up in 
business as an insurance broker. O He 
set himself up as a freelance represent- 
ative. 
‘...the concern announced that it had ac- 
quired a third large tanker since being set 
up’ [Lloyd’s List] 

setback /'setbek/ noun something that 

stops progress O The company has suf- 


























fered a series of setbacks over the past 


two years. O The shares had a setback on 
the Stock Exchange. 
“...a sharp setback in foreign trade ac- 
counted for most of the winter slowdown’ 
[Fortune] 
setting up costs /,setin ‘ap kosts/, 
setup costs /'setap 'kosts/ plural noun 
the costs of getting a machine or a factory 
ready to make a new product after finish- 
ing work on the previous one 


settle /'set(o)l/ verb 1. o to settle an ac- 
count to pay what is owed 2. to solve a 
problem or dispute o to settle a claim to 
agree to pay what is asked for O The in- 
surance company refused to settle his 
claim for storm damage. o the two par- 
ties settled out of court the two parties 
reached an agreement privately without 
continuing the court case 

settle on phrasal verb to leave proper- 

ty to someone when you die O He set- 

tled his property on his children. 


settlement /'set(ə)lmənt/ noun 1. the 
payment of an account o we offer an ex- 
tra 5% discount for rapid settlement 
we take a further 5% off the price if the 
customer pays quickly o settlement in 
cash or cash settlement payment of an 
invoice in cash, not by cheque 2. an agree- 
ment after an argument or negotiations O 
a wage settlement n to effect a settle- 
ment between two parties to bring two 
parties together to make them agree 
“...he emphasised that prompt settlement 
of all forms of industrial disputes would 
guarantee industrial peace in the country 
and ensure increased productivity’ 
[Business Times (Lagos)] 
settlement date /'set(o)lmont dert/ 
noun a date when a payment has to be 
made 
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settlement day /'set(s)lmont der/ 
noun the day on which shares which have 
been bought must be paid for. On the Lon- 
don Stock Exchange the account period is 
three business days from the day of trade. 


setup /'setap/ noun 1. arrangement or 
organisation o the setup in the office the 
way the office is organised 2. a commer- 
cial firm O He works for a PR setup. 
“...for sale: top quality office furniture, 
which includes executive desks, filing 
cabinets, typewriters and complete office 
setup’ [Australian Financial Review] 
several /'sev(9)ral/ adjective more than 
a few, some O Several managers are retir- 
ing this year. O Several of our products 
sell well in Japan. 
severally /'sev(a)rali/ adverb separate- 
ly, not jointly o they are jointly and sev- 
erally liable they are liable both as a 
group and as individuals for the total 
amount 
severance pay /'sev(a)rons_pel/ 
noun money paid as compensation to an 
employee whose job is no longer needed 
sexual discrimination /,sekJuol 
diskrimr'nerf(9)n/, sex discrimination 
/,seks diskrimi'ne1f(9)n/ noun the prac- 
tice of treating men and women in differ- 
ent ways (usually favouring men) O The 
company was accused of sex discrimina- 
tion in its appointment of managers. O 
Sex discrimination has made it difficult 
for women to reach managerial posts in 
the organisation. 
sexual harassment = _/,sekfual 
‘herosmont, ho'reesmont/ noun the 
practice of making unpleasant sexual ges- 
tures, comments or approaches to some- 
one O She complained of sexual harass- 
ment by the manager. 


SFA abbr Securities and Futures Author- 


























ity 
SFO abbr Serious Fraud Office 
shadow economy /Jædəu 1 


'kpnomi/ noun same as black economy 
shady /'ferdi/ adjective not honest O 
The newspapers reported that he had 
been involved in several shady deals. 

shake /fe1k/ verb 1. to move something 
quickly from side to side o to shake 
hands to hold someone’s hand when 
meeting to show you are pleased to meet 
them or to show that an agreement has 
been reached O The two negotiating 














teams shook hands and sat down at the 
conference table. o to shake hands on a 
deal to shake hands to show that a deal 
has been agreed 2. to surprise or to shock 
O The markets were shaken by the compa- 
ny’s results. (NOTE: Shaking — shook — 
has shaken) 

shakeout /,ferk 'aut/ noun 1. a com- 
plete change, where weak or inefficient 
people or companies are removed O Only 
three companies were left after the 
shakeout in the computer market. 2. a re- 
organisation in a company, where some 
people are left, but others go O a shakeout 
in the top management 

shakeup /'ferkap/ noun a total reor- 
ganisation O The managing director or- 
dered a shakeup of the sales departments. 
shaky /' ferki/ adjective not very sure or 
not very reliable O He only has the shaki- 
est idea of what he should be doing. 
shape up or ship out /ferp ,ap 9: sip 
‘aut/ interjection an order to improve 
your performance at work because if you 
do not you will be fired 

share /feo/ noun 1. a part of something 
that has been divided up among several 
people or groups o to have a share in to 
take part in or to contribute to O to have a 
share in management decisions 2. one of 
many equal parts into which a company’s 
capital is divided O He bought a block of 
shares in Marks and Spencer. O Shares 


























fell on the London market. O The compa- 














ny offered 1.8m shares on the market. 0 to 
allot shares to give a certain number of 
shares to people who have applied to buy 
them m verb 1. to own or use something 
together with someone else O It is very 
awkward having to share a telephone. O I 
don’t want to share an office with her be- 
cause she smokes. 2. to divide something 
up among several people or groups O to 
share computer time O to share the profits 
among the senior executives O Three 
companies share the market. o to share 
information or data to give someone in- 
formation which you have 

‘...falling profitability means falling share 

prices’ [Investors Chronicle] 

“...the share of blue-collar occupations de- 

clined from 48 per cent to 43 per cent’ 

[Sydney Morning Herald] 
share above par /,fea a,bav 'pa:/ 
nouna share with a market price which is 
higher than its par value 
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share allocation /feə ,zlo'ke1f(a)n/ 
noun the act of spreading a small number 
of shares among a large number of people 
who have applied for them 
share allotment /'feə ə lotmənt/ 
noun the act of giving some shares in a 
new company to people who have applied 
for them O Payment must be made in full 
on allotment. 
share at par /,fea at 'pa:/ noun a share 
whose value on the stock market is the 
same as its face value 
share buyback /'fea ,batbek/ noun 
an arrangement where a company buys its 
own shares on the stock market 
share capital /'feə ,kepit(9)l/ noun 
the value of the assets of a company held 
as shares 
share certificate /'feə so,tiftkot/ 
noun a document proving that you own 
shares 
shareholder /'feshaulda/ noun a per- 
son who owns shares in a company O to 
call a shareholders’ meeting (NOTE: The 
US term is stockholder.) 
“...as of last night the bank’s shareholders 
no longer hold any rights to the bank’s 
shares’ [South China Morning Post] 
“...the company said that its recent issue 
of 10.5% convertible preference shares at 
A$8.50 has been oversubscribed, boosting 
shareholders’ funds to A$700 million 
plus’ [Financial Times] 
shareholders’ equity /,feəhəuldəz 
‘ekwiti/ noun the value of a company 
which is the property of its ordinary 
shareholders (the company’s assets less 
its liabilities) 
shareholding /‘feahouldm/ noun a 
group of shares in a company owned by 
one owner 
share issue /'feor ,1fu:/ noun an act of 
selling new shares in a company to the 
public 
share option /'feər ,ppfan/ noun a 
right to buy or sell shares at an agreed 
price at a time in the future 
share option scheme /'feər ,opfon 
skirm/ noun a scheme that gives compa- 
ny employees the right to buy shares in 
the company which employs them, often 
at a special price 
shareout /'fearaut/ noun an act of di- 
viding something among many people O 
a shareout of the profits 


share ownership scheme /,feor 
‘gunofip ski:m/, share incentive 
scheme noun a scheme whereby em- 
ployees in a company can buy shares in it 
and so share in the profits O Share owner- 
ship schemes help employees to identify 
more closely with the company they work 


for. 


share split /‘feo split/ noun the act of 
dividing shares into smaller denomina- 
tions 

share warrant /'feə ,worant/ noun a 
document which says that someone has 
the right to a number of shares in a com- 
pany 

sharing /'feərıy/ noun the act of divid- 
ing up © time-sharing 1. owning a prop- 
erty in part, with the right to use it for a 
period each year 2. sharing a computer 
system with different users using differ- 
ent terminals 

sharp /Sa:p/ adjective sudden O There 
was a Sharp rally on the stock market. O 
Last week’s sharp drop in prices has been 
reversed. 

sharp practice /,fa:p 'præktıs/ noun 
a way of doing business which is not hon- 
est, but is not illegal 

shed /fed/ verb to lose (NOTE: shed- 
ding — shed) c to shed staff to lose staff 
by making them redundant 

sheet /Ji:t/ noun o sheet of paper a 
piece of paper 

sheet feed /'Ji:t fi:d/ noun a device 
which puts one sheet of paper at a time 
into a printer 

shelf barker /'felf ,ba:ko/ noun a card 
placed on or hung from a shelf to promote 
an item for sale. Also called shelf talker, 
shelf wobbler 

shelf filler /'felf ,ftlo/ noun a person 
whose job is to make sure that the shelves 
in a shop are kept full of items for sale 
shelf life /‘Self larf/ noun the length of 
time during which a product can stay in 
the shop and still be good to use 

shelf space /'felf spers/ noun the 
amount of space on shelves in a shop 
shelf talker /‘Self ,;woblo/, shelf wob- 
bler noun same as shelf barker 

shell company /'fel ,kamp(o)ni/ 
noun a company that has ceased to trade 
but is still registered, especially one sold 
to enable the buyer to begin trading with- 
out having to set up a new company 


























377 


shopbot 





(NOTE: The US term is shell corpora- 
tion.) 
“...shell companies, which can be used to 
hide investors’ cash, figure largely 
throughout the twentieth century’ [Times] 
shelter /'feltə/ noun a protected place 
E verb to give someone or something pro- 
tection 


shelve /felv/ verb to postpone or to put 
back to another date O The project was 
shelved. O Discussion of the problem has 
been shelved. 

shelving /‘Selvin/ noun postponing O 
The shelving of the project has resulted in 
six redundancies. 


shift /{1ft/ noun 1. a group of employees 
who work for a period, and then are re- 
placed by another group o they work 
double shifts two groups of workers are 
working shifts together 2. a period of time 
worked by a group of employees 3. a 
movement or change O a shift in the com- 
pany’s marketing strategy O The compa- 
ny is taking advantage of a shift in the 
market towards higher-priced goods. W 
verb to move, to sell O We shifted 20,000 
items in one week. 


shift work /'fıft w3tk/ noun a system 
of work with shifts 


shilling /' filty/ noun a unit of currency 
used in Kenya, Somalia, Tanzania and 
Uganda 

ship /f1p/ verb to send goods, but not al- 
ways ona ship O to ship goods to the USA 
O We ship all our goods by rail. O The 
consignment of cars was shipped abroad 
last week. 


shipbroker /'ftp,brauko/ noun a per- 
son who arranges shipping or transport of 
goods for customers on behalf of ship 
owners 


ship chandler /,fip 'tfa:ndla/ noun a 
person who supplies goods such as food 
to ships 

ship laden in bulk /,fip ,letd(a)n in 
'balk/ noun a ship which has a loose car- 
go (such as corn) which is not packed in 
containers 

shipment /‘Jtpmont/ noun 1. goods 
which have been sent or are going to be 
sent O Two shipments were lost in the fire. 
OA shipment of computers was damaged. 
2. an act of sending goods O We make two 
shipments a week to France. 














shipper /'S1po/ noun a person who 
sends goods or who organises the sending 
of goods for other customers 
shipping /'Jtp1n/ noun the sending of 
goods O shipping charges O shipping 
costs (NOTE: Shipping does not always 
mean using a ship.) 
shipping agent /'Jipiy ,erd3ənt/ 
noun a company which specialises in the 
sending of goods 
shipping clerk /'fıpy kla:k/ noun a 
clerk who deals with shipping documents 
shipping company /'Sipiy 
ikamp(a)ni/ noun a company whose 
business is in transporting goods or pas- 
sengers in ships 
shipping instructions /‘Sipm in 
\strakfonz/ plural noun the details of 
how goods are to be shipped and deliv- 
ered 
shipping line /‘sipm laın/ noun a 
large shipping or aircraft company which 
carries passengers or cargo O Profits of 
major airlines have been affected by the 
rise in fuel prices. 
shipping note /'fıpıy nəvt/ noun a 
note which gives details of goods being 
shipped 
shoot up phrasal verb to go up fast O 
Prices have shot up during the strike. 
(NOTE: shooting — shot) 
shop /fop/ noun 1. a retail outlet where 
goods of a certain type are sold O a com- 
puter shop O an electrical goods shop O 
All the shops in the centre of town close 
on Sundays. O She opened a women’s 
clothes shop. 2. a workshop, the place in 
a factory where goods are made ™ verb to 
go to shops to make purchases (NOTE: 
shopping - shopped) o to shop (for) to 
look for things in shops 
shop around phrasal verb to go to var- 
ious shops or suppliers and compare 
prices before making a purchase or be- 
fore placing an order O You should shop 
around before getting your car serv- 
iced. O He’s shopping around for a new 
computer. O It pays to shop around 
when you are planning to get a mort- 
gage. 
shop assistant /' fop 9,s1stont/ noun 
a person who serves the customers in a 
shop 
shopbot /'sppbpt/ noun an Internet 
search device that searches for particular 
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products or services and allows the user to 
compare prices and specifications 

shop floor /,fop 'flo:/ noun the space 
in a shop given to the display of goods for 
sale 

shop front /'fop frant/ noun a part of 
a shop which faces the street, including 
the entrance and windows 

shopkeeper /'Sopki:po/ noun a person 
who owns or runs a shop 

shoplifter /‘Spplifte/ noun a person 
who steals goods from shops 
shoplifting /'fopliftıy/ noun the prac- 
tice of stealing goods from shops 
shopper /'fppo/ noun a person who 
buys goods in a shop O The store stays 
open to midnight to cater for late-night 
shoppers. 

shoppers’ charter /,fopoz 'tfa:to/ 
noun a law which protects the rights of 
shoppers against shopkeepers who are not 
honest or against manufacturers of defec- 
tive goods 

shopping /'Jopin/ noun 1. goods 
bought in a shop O a basket of shopping 
2. the act of going to shops to buy things 
O to do your shopping in the local super- 
market a shopping around looking at 
prices in various shops before buying 
what you want 

shopping arcade /'‘fppm a:,kerd/ 
noun a covered passageway with small 
shops on either side 

shopping cart /'fopıy ka:t/ noun a 
software package that records the items 
that an online buyer selects for purchase 
together with associated data, e.g. the 
price of the item and the number of items 
required 

shopping centre /'fopiy sentə/ 
noun a group of shops linked together 
with car parks and restaurants 
shopping mall /‘Sop1y movl/ noun an 
enclosed covered area for shopping, with 
shops, restaurants, banks and other facili- 
ties 

shopping precinct /'Sopiy 
\pri:sijkt/ noun a part of a town where 
the streets are closed to traffic so that peo- 
ple can walk about and shop 
shop-soiled /'fop soild/ adjective 
dirty because of having been on display in 
a shop O These items are shop-soiled and 
cannot be sold at full price. 














shop steward /fop 'stjurad/ noun an 
elected trade union official who repre- 
sents employees in day-to-day negotia- 
tions with the management 
shopwalker /'{ppwo:k9/ noun an em- 
ployee of a department store who advises 
the customers and supervises the shop as- 
sistants in a department 

shop window /, fop 'wındəv/ noun a 
large window in a shop front, where cus- 
tomers can see goods displayed 

shop window website /{pp 'windou 
websait/ noun a website that provides 
information about an organisation and its 
products, but does not allow visitors to in- 
teract with it 

short /fo:t/ adjective, adverb 1. for a 
small period of time o in the short term 
in the near future or quite soon 2. not as 
much as should be O The shipment was 
three items short. O My change was £2 
short. o when we cashed up we were 
£10 short we had £10 less than we should 
have had o to give short weight to sell 
something which is lighter than it should 
be o short of with less than needed or not 
enough of O We are short of staff or short 
of money. O The company is short of new 
ideas. @ verb to sell short O He shorted 
the stock at $35 and continued to short it 
as the price moved up. 

shortage /'fo:t1d3/ noun a lack or low 
availability of something O a shortage of 
skilled staff O We employ part-timers to 
make up for staff shortages. © The import 
controls have resulted in the shortage of 
spare parts. o there is no shortage of in- 
vestment advice there are plenty of peo- 
ple who want to give advice on invest- 
ments 

short-change /,fo:t 'tfemd3/ verb to 
give a customer less change than is right, 
either by mistake or in the hope that it will 
not be noticed 

short credit /,fo:t 'kredit/ noun terms 
which allow the customer only a little 
time to pay 

short-dated bill /fo:t ,dertid 'brl/ 
noun a bill which is payable within a few 
days 

short-dated securities /Jo:t ,dertid 
si'kjuoritiz/ plural noun same as shorts 
shorten /'fo:t(9)n/ verb to make short- 
er O to shorten credit terms o to shorten 
a credit period to make a credit period 
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shorter, so as to improve the company’s 
cash position 

shortfall /‘fo:tfor/ noun an amount 
which is missing which would make the 
total expected sum O We had to borrow 
money to cover the shortfall between ex- 
penditure and revenue. 

shorthand /'fo:thend/ noun a rapid 
way of writing using a system of signs 
to take shorthand to write using short- 
hand O He took down the minutes in 
shorthand. 

shorthanded /,fo:t'hendid/ adjec- 
tive without enough staff O We’re rather 
shorthanded at the moment. 

shorthand notebook /,fo:t hend 
nout'buk/ noun a small notebook for 
taking shorthand dictation 

shorthand secretary /,fo:t hend 
'sekrətri/ noun a secretary who takes 
dictation in shorthand 

shorthand typist / fo:thænd 
'tarpıst/ noun a typist who can take dic- 
tation in shorthand and then type it 
short-haul flight /,fo:t ho: 'flart/ 
noun a flight over a short distance (up to 
1,000 km) 

short lease /,fo:t 'lixs/ noun a lease 
which runs for up to two or three years O 
We have a short lease on our current 
premises. 

shortlist /' fo:tlıst/ noun a list of candi- 
dates who can be asked to come for a test 
or interview (drawn up after all applica- 
tions have been examined and the most 
obviously unsuitable candidates have 
been rejected) O to draw up a shortlist O 
She is on the shortlist for the job. @ verb 
to make a shortlist O Four candidates 
have been shortlisted. O Shortlisted can- 
didates will be asked for an interview. 
short-range forecast /,fo:t remd3 
'forkarst/ noun a forecast which covers a 
period of a few months 

shorts /fo:ts/ plural noun government 
stocks which mature in less than five 
years’ time 

short sale /fo:t 'selm/, short selling 
noun the act of arranging to sell some- 
thing in the future which you think you 
can buy for less than the agreed selling 
price 

short-staffed /,fo:t 'sta:ft/ adjective 
with not enough staff O We’re rather 
short-staffed at the moment. 














short-stay /,fo:t 'ste1/ noun customers 
who spend only a few nights at a hotel 
short-term /,fo:t 'ta:m/ adjective for a 
period of weeks or months O to place 
money on short-term deposit O She is em- 
ployed on a short-term contract. o ona 
short-term basis for a short period 
short-term debt /,fo:t tsım 'det/ 
noun a debt which has to be repaid within 
a few weeks 

short-term forecast /,fo:t ts:m 
‘forkarst/ noun a forecast which covers a 
period of a few months 

short-term gain /,fo:t ts:m ‘gern/ 
noun an increase in price made over a 
short period 

short-termism /,fo:t 'tsımız(ə)m/ 
noun a type of thinking or planning that 
concentrates on achieving results in the 
near future rather than on long-term ob- 
jectives 

short-term loan /,fo:t ta:m ‘loun/ 
noun a loan which has to be repaid within 
a few weeks or some years 

short time /,fo:t 'tarm/ noun reduced 
working hours resulting in less than half a 
normal week’s pay O Several machinists 
will be on short time as long as the short- 
age of orders lasts. O The company has 
had to introduce short-time working be- 
cause of lack of orders. 

short ton /,fo:t 'tan/ noun US a meas- 
ure of weight (= 907 kilos) 

show /fəu/ noun an exhibition or dis- 
play of goods or services for sale O a mo- 
tor show O a computer show Ħ@ verb to 
make something be seen O to show a gain 
or a fall O to show a profit or a loss (NOTE: 
showing — showed — has shown) 
showcard /'fəuka:d/ noun a piece of 
cardboard with advertising material, put 
near an item for sale 

showcase /'fəukers/ noun 1. a cup- 
board with a glass front or top to display 
items 2. the presentation of someone or 
something in a favourable setting m verb 
to present someone or something in a way 
that is designed to attract attention and ad- 
miration 

show house /'Jau haus/ noun a house 
or flat built and furnished so that possible 
buyers can see what similar houses could 
be like 

show of hands /,fau ov 'hendz/ 
noun a vote where people show how they 














showroom 


380 





vote by raising their hands O The motion 
was carried on a show of hands. 
showroom /'fauru:m/ noun a room 
where goods are displayed for sale O a 
car showroom 
shred /fred/ verb to tear (paper) into 
thin strips, which can then be thrown 
away or used as packing material O They 
sent a pile of old invoices to be shredded. 
O She told the police that the manager 
had told her to shred all the documents in 
the file. 
shredder /'freda/ noun a machine for 
shredding paper 
shrink /frmk/ verb to get smaller O The 
market has shrunk by 20%. O The compa- 
ny is having difficulty selling into a 
shrinking market. (NOTE: shrinking — 
shrank — has shrunk) 
shrinkage /'frinkid3/ noun 1. the 
amount by which something gets smaller 
O to allow for shrinkage 2. losses of stock 
through theft, especially by the shop’s 
own staff (informal) 
shrink-wrapped /‘Srink rept/ adjec- 
tive covered in tight plastic protective 
cover 
shrink-wrapping /'friyk ,repim/ 
noun the act of covering (a book, fruit, 
record, etc.) in a tight plastic cover 
shroff /{rof/ noun 1. (in the Far East) 
an accountant 2. (in the Far East) an ac- 
counts clerk 
shut /fat/ adjective not open for busi- 
ness O The office is shut on Saturdays. M 
verb to close O to shut a shop or a ware- 
house (NOTE: shutting — shut) 
shut down phrasal verb to make a fac- 
tory or office stop working for a time O 
The offices will shut down for Christ- 
mas. O Six factories have shut down this 
month. 
shutdown /'fatdaun/ noun the shut- 
ting of a factory or office 
shutout /'fataut/ noun the locking of 
the door of a factory or office to stop the 
staff getting in 
sick leave /'stk li:v/ noun time when a 
worker is away from work because of ill- 
ness 
sick pay /'stk pet/ noun pay paid to an 
employee who is sick, even if he cannot 
work 
sideline /'sardlaın/ noun a business 
which is extra to your normal work O He 


runs a profitable sideline selling post- 
cards to tourists. 

sight bill /‘sart brl/ noun a bill of ex- 
change which is payable at sight 

sight draft /‘sart dra:ft/ noun a bill of 
exchange which is payable when it is pre- 
sented 

sign /satn/ noun a board or notice which 
advertises something O They have asked 


for planning permission to put up a large 


red shop sign. O Advertising signs cover 
most of the buildings in the centre of the 
town. ™ verb to write your name in a spe- 
cial way on a document to show that you 
have written it or approved it O The letter 
is signed by the managing director. O Our 
company cheques are not valid if they 
have not been signed by the finance direc- 
tor. O The new recruit was asked to sign 
the contract of employment. o the ware- 
house manager signed for the goods the 
manager signed a receipt to show that the 
goods had been received 
sign off phrasal verb o to sign off the 
accounts (of directors) to sign the final 
form of a company’s accounts to show 
that they are approved, before sending 
them to Companies House 
sign on phrasal verb to start work, by 
signing your name in the human re- 
sources office o to sign on for the dole 
to register as unemployed 
signatory /'sıgnət(ə)ri/ noun a person 
who signs a contract, etc. O You have to 
get the permission of all the signatories to 
the agreement if you want to change the 
terms. 


signature /'stgnitfa/ noun a person’s 
name written by themselves on a cheque, 
document or letter O She found a pile of 
cheques on his desk waiting for signature. 
O All our company’s cheques need two 
signatures. O The contract of employment 
had the personnel director’s signature at 
the bottom. 


sign in /'satn 1n/ noun he signed the 
stock report to show that the goods had ar- 
rived or had been dispatched 


silent partner /,sarlont 'pa:tno/ noun 


a partner who has a share of the business 
but does not work in it 


simple interest /,stmpol 'ıntrəst/ 
noun interest calculated on the capital in- 
vested only, and not added to it 
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simultaneous management 
/,stm(a)l,temios 'meenidzmoent/ noun a 
style of management in which managers 
try to integrate different tasks and deal 
with them at the same time rather than 
keeping them separate and dealing with 
them one after the other 


single /' sing(9)l/ adjective 1. one alone 
2. o in single figures less than ten O Sales 
are down to single figures. O Inflation is 
now in single figures. 

single-entry bookkeeping 
/,smyg(o)l ,entri 'bukki:pin/ noun a 
method of bookkeeping where payments 
or sales are noted with only one entry per 
transaction, usually in the cash book 


single European market /,s1jg(9)! 
,juerapiion 'markit/, single market 
/,styg(9)l 'ma:kıt/ noun the EU consid- 
ered as one single market, with no tariff 
barriers between its member states 


single fare /'sıņg(ə)l feə/ noun a fare 
or ticket for one journey from one place to 
another O I want two singles to London. 
single-figure inflation /,stg(o)l 
ifiga im'flerf(a)n/ noun inflation rising 
at less than 10% per annum 

single premium policy /,smg(o)l 
\prizmiom 'polisi/ noun an insurance 
policy where only one premium is paid 
rather than regular annual premiums 
single ticket /,smg(o)l 'trkit/ noun a 
ticket for one journey from one place to 
another 


single union agreement /,s1ng(0)! 
‘juinjon o,grizmont/ noun agreement 
between management and one union, that 
the union will represent all the workers in 
the company (whatever type of job they 
have) 

sink /stnk/ verb 1. to go down suddenly 
O Prices sank at the news of the closure of 
the factory. 2. to invest money into some- 
thing O He sank all his savings into a car- 
hire business. (NOTE: sinking — sank — 
sunk) 

sinking fund /'siņkıy fand/ noun a 
fund built up out of amounts of money put 
aside regularly to meet a future need, such 
as the repayment of a loan 


sir /s3:/ noun o Dear Sir way of address- 
ing a letter to a man whom you do not 
know or to a limited company o Dear 
Sirs way of addressing a letter to a firm 






































sister company /'sıstə ,kamp(o)ni/ 
noun another company which is part of 
the same group 

sister ship /'sıstə ftp/ noun a ship 
which is of the same design and belongs 
to the same company as another ship 
sit-down protest /'sıt daun 
\proutest/, sit-down strike /'sıt daun 
,Stratk/ noun a strike where the employ- 
ees stay in their place of work and refuse 
to work or to leave O They staged a sit- 
down strike but were forced to leave the 
premises by the police. 

site /sart/ noun 1. the place where some- 
thing is located O We have chosen a site 


for the new factory. O The supermarket is 


to be built on a site near the station. 2. a 
website which is created by a company, 
organisation or individual, and which an- 
yone can visit O How many hits did we 
have on our site last week? ™ verb to 
place or position o to be sited to be 
placed O The factory will be sited near the 
motorway. 

site engineer /'sart end31,n1o/ noun 
an engineer in charge of a building being 
constructed 

sit-in /'stt m/ noun a strike where the 
employees stay in their place of work and 
refuse to work or leave (NOTE: The plural 
is sit-ins.) 

sitting tenant /,sıtıy 'tenənt/ noun a 
tenant who is occupying a building when 
the freehold or lease is sold O The block of 














flats is for sale with four flats vacant and 


two with sitting tenants. 

situated /'sitfuertid/ adjective placed 
O The factory is situated on the edge of 
the town. O The office is situated near the 
railway station. 

situation /,sitJu'etf(a)n/ noun 1. a 
state of affairs O the financial situation of 
a company O the general situation of the 
economy 2. a job 3. a place where some- 
thing is O The factory is in a very pleasant 
situation by the sea. 

situations vacant /,sitfuerf(o)nz 
'verkənt/ noun a list in a newspaper of 
jobs which are available 

sixth decile /,stks@ 'desarəl/ noun a 
number below which sixty percent of 
numbers fall O This group falls within the 
sixth decile of consumers. 

size /sa1z/ noun measurements of some- 
thing, of how big something is or of how 
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many there are of something O What is 
the size of the container? O The size of the 
staff has doubled in the last two years. O 
This packet is the maximum size allowed 
by the post office. 
size of firm /,sa1z ov 'fs:m/ noun a 
method of classifying companies accord- 
ing to their size used in government statis- 
tics. Companies are usually classified ei- 
ther as microbusinesses, small business- 
es, medium-sized businesses, or large- 
sized businesses. 
skeleton staff /'skelt(ə)n starf/ 
noun a small number of staff who are left 
to carry on essential work while most of 
the workforce is away 
skid /skid/ noun US a flat wooden base 
on which goods can be stacked for easy 
handling by a fork-lift truck (NOTE: The 
UK term is pallet.) 
skill /sktl/ noun an ability to do some- 
thing because you have been trained O We 
are badly in need of technical skills now 
that we have computerised the production 
line. O She has acquired some very useful 
office management skills. O He was not 
appointed because he didn’t have the 
skills required for the job. 
‘Britain’s skills crisis has now reached 
such proportions that it is affecting the 
nation’s economic growth’ [Personnel 
Today] 
“...we aim to add the sensitivity of a new 
European to the broad skills of the new 
professional manager’ [Management To- 
day] 
skilled /skıld/ adjective having learnt 
certain skills 
skilled workers /skild 'w3:kəz/, 
skilled labour /skild 'le1ba/ noun work- 
ers who have special skills or who have 
had long training 
SKU /,es ker 'ju:/ noun a unique code 
made up of numbers or letters and num- 
bers which is assigned to a product by a 
retailer for identification and stock con- 
trol. Full form stockkeeping unit 
slack /slæķ/ adjective not busy O Busi- 
ness is slack at the end of the week. O Jan- 
uary is always a slack period. O The fore- 
man decided to tighten up on slack work- 
ers. 
slacken off phrasal verb to become 
less busy O Trade has slackened off. 
slack season /'slek ,si:z(a)n/ noun a 
period when a company is not very busy 


slander /'slaindo/ noun an untrue spo- 
ken statement which damages someone’s 
character o action for slander, slander 
action case in a law court where someone 
says that another person had slandered 
him or her m verb o to slander someone 
to damage someone’s character by saying 
untrue things about him or her. Compare 
libel 


slash /slæf/ verb to reduce something 
sharply O We have been forced to slash 
credit terms. O Prices have been slashed 
in all departments. O The banks have 
slashed interest rates. 


sleeper /'sli:pa/ noun a share which has 
not risen in value for some time, but 
which may suddenly do so in the future 
sleeping partner /,sli:pm ‘pa:tno/ 
noun a partner who has a share in the 
business but does not work in it 


slide /slatd/ verb to move down steadily 
O Prices slid after the company reported 
a loss. (NOTE: sliding — slid) 

sliding /'slatdi/ adjective rising in 
steps 

sliding scale /,slatdin 'skerl/ noun a 
list of charges which rises gradually ac- 
cording to value, quantity, time, etc. 


slight /slart/ adjective not very large, 
not very important O There was a slight 
improvement in the balance of trade. O 
We saw a slight increase in sales in Feb- 
ruary. 


slightly /'slartli/ adverb not very much 
O Sales fell slightly in the second quarter. 
O The Swiss bank is offering slightly bet- 
ter terms. 


slip /slıp/ noun 1. a small piece of paper 
2. a mistake O He made a couple of slips 
in calculating the discount. m verb to go 
down and back O Profits slipped to 
£1.5m. O Shares slipped back at the close. 
(NOTE: slipping — slipped) 
“...with long-term fundamentals reasona- 
bly sound, the question for brokers is when 
does cheap become cheap enough? The 
Bangkok and Taipei exchanges offer low- 
er p/e ratios than Jakarta, but if Jakarta p/e 
ratios slip to the 16-18 range, foreign in- 
vestors would pay more attention to it’ 
[Far Eastern Economic Review| 
slip up phrasal verb to make a mistake 
O We slipped up badly in not signing the 
agreement with the Chinese company. 
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slip-up /'sltp ap/ noun a mistake O 
There has been a slip-up in the customs 
documentation. (NOTE: The plural is slip- 
ups.) 
slot /slot/ noun the period of time avail- 
able for a TV or radio commercial O They 
took six 30-second slots at peak viewing 
time. 
slow /slau/ adjective not going fast O 
The sales got off to a slow start, but 
picked up later. O Business is always slow 
after Christmas. O They were slow to re- 
ply or slow in replying to the customer’s 
complaints. O The board is slow to come 
to a decision. O There was a slow im- 
provement in sales in the first half of the 
year. @ verb to go less fast 
“...cash paid for stock: overstocked lines, 
factory seconds, slow sellers’ [Australian 
Financial Review] 
“...a general price freeze succeeded in 
slowing the growth in consumer prices’ 
[Financial Times] 
“...the fall in short-term rates suggests a 
slowing economy’ [Financial Times] 
slow down phrasal verb to stop rising, 
moving or falling, or to make something 
go more slowly O Inflation is slowing 
down. O The fall in the exchange rate is 
slowing down. O The management de- 
cided to slow down production. 
slowdown /'sloudaun/ noun a reduc- 
tion in business activity O a slowdown in 
the company’s expansion 
slow payer /,slau 'pera/ noun a person 
or company that does not pay debts on 
time O The company is well known as a 
slow payer. 
sluggish /'slagtf/ adjective not moving 
very fast O The economy is still sluggish, 
and is taking a long time to get out of re- 
cession. 
“...the association said sluggish earnings 
by supermarkets are due to consumers’ 
concern about income and job prospects’ 
[Nikkei Weekly] 
slump /slamp/ noun 1. a rapid fall © the 
slump in the value of the pound O We ex- 
perienced a slump in sales or a slump in 
profits. 2. a period of economic collapse 
with high unemployment and loss of trade 
O We are experiencing slump conditions. 
3. the world economic crisis of 1929 — 
1933 m verb to fall fast O Profits have 
slumped. O The pound slumped on the 
foreign exchange markets. 


slush fund /'slaf fand/ noun money 
kept to one side to give to people to per- 
suade them to do what you want O The 
government was brought down by the 
scandal over the slush funds. O The party 
was accused of keeping a slush fund to 
pay foreign businessmen. 

small ads /'smo:1 ædz/ plural noun 
short private advertisements in a newspa- 
per, e.g. selling small items or asking for 
jobs 

small and medium-sized enter- 
prises /,smo:l on ,mi:diom ,saizd 
‘entopraiziz/ plural noun organisations 
that have between 10 and 500 employees 
and are usually in the start-up or growth 
stage of development. Abbreviation 
SMEs 

small business /,smo:1 'bıznıs/ noun 
a little company with low turnover and 
few employees 

small businessman /,smorl 
‘biznismeen/ noun a man who owns a 
small business 

small change /,smo:l 't fernd3/ noun 
coins 

small claim /,smo:1 'klerm/ noun a 
claim for less than £5000 in the County 
Court 

small claims court /,smo:1 'klermz 
iko:t/ noun a court which deals with dis- 
putes over small amounts of money 
small company /smə:l 'kamp(a)ni/ 
noun a company with at least two of the 
following characteristics: a turnover of 
less than £2.0m;, fewer than 50 staff, net 
assets of less than £975,000 

small investor /,smo:1 in'vesto/ noun 
a person with a small sum of money to in- 
vest 

small print /'smə:l print/ noun items 
printed at the end of an official document 
such as a contract in smaller letters than 
the rest of the text. People sometimes do 
not pay attention to the small print, but it 
can contain important information, and 
unscrupulous operators may deliberately 
try to hide things such as additional 
charges, unfavourable terms, or loopholes 
in it. 

small-scale /'smo:1 skerl/ adjective 
working in a small way, with few staff and 
not much money 

small-scale enterprise /,smo:1 ske1l 
‘entopraiz/ noun a small business 
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small shopkeeper /,smo:1 'fopki:po/ 
noun an owner of a small shop 
smart card /'sma:t ka:d/ noun a credit 
card with a microchip, used for withdraw- 
ing money from ATMs, or for purchases 
at EFTPOS terminals 
smart market /,sma:t 'markit/ noun a 
market where all business is conducted 
electronically using network communica- 
tions 
smartsizing /'sma:tsarzıy/ noun the 
process of reducing the size of a company 
by making incompetent and inefficient 
employees redundant 
smash /smz/ verb to break (a record), 
to do better than (a record) O The factory 
is aiming to smash all production records 
this year. O Sales have smashed all 
records for the first half of the year. 
SMEs abbr small and medium-sized en- 
terprises 
smokestack industries 
/‘smoukstek ,indastriz/ plural noun 
heavy industries, such as steel-making 
smuggle /'smag(a)l/ verb to take 
goods illegally into a country or without 
declaring them to customs O They had to 
smuggle the spare parts into the country. 
smuggler /'smagla/ noun a person 
who smuggles 
smuggling /'smaglin/ noun the prac- 
tice of taking goods illegally into a coun- 
try or without declaring them to customs 
O They made their money in arms smug- 
gling. 
snap /snæp/ adjective rapid or sudden O 
they carried out a snap inspection of the 
expense accounts O The board came to a 
snap decision. 
snap up phrasal verb to buy something 
quickly O to snap up a bargain O She 
snapped up 15% of the company’s 
shares. (NOTE: Snapping — snapped) 
snip /snip/ noun a bargain (informal) © 
These printers are a snip at £50. 
soar /so:/ verb to go up rapidly O Share 
prices soared on the news of the takeover 
bid or the news of the takeover bid sent 
share prices soaring. © The news of the 
takeover bid sent share prices soaring. O 
Food prices soared during the cold 
weather. 
social /'səuf(ə)l/ adjective referring to 
society in general 


social audit /,sauf(o)l 'o:dit/ noun a 
systematic assessment of an organisa- 
tion’s effects on society or on all those 
who can be seen as its stakeholders. A so- 
cial audit covers such issues as internal 
codes of conduct, business ethics, human 
resource development, environmental im- 
pact, and the organisation’s sense of so- 
cial responsibility. O The social audit fo- 
cused on the effects of pollution in the ar- 
ea. O The social audit showed that the 


factory could provide jobs for five per 


cent of the unemployed in the small town 
nearby. 
social capital /,souf(o)l 'keprt(s)l/ 
noun the social and interpersonal skills of 
employees, considered as an intangible 
asset of an organisation 
social overhead capital /,souJ(0)l 
‘guvahed ,kzepit(a)l/ noun same as in- 
frastructure 
social security /,sovf(a)l sı 
‘kjuariti/, social insurance /,səuf(©)l 
in'fusrons/ noun a government scheme 
where employers, employees and the self- 
employed make regular contributions to a 
fund which provides unemployment pay, 
sickness pay and retirement pensions O 
He gets weekly social security payments. 
O She never worked but lived on social se- 
curity for years. 
social system /'sovf(a)l ,ststom/ 
noun the way society is organised 
society /sə'sarəti/ noun 1. the way in 
which the people in a country are organ- 
ised 2. a club for a group of people with 
the same interests O We have joined a 
computer society. 
socio-economic /,soufisu — i:ko 
‘nomik/ adjective referring to social and 
economic conditions, social classes and 
income groups O We have commissioned 
a thorough socio-economic analysis of 
our potential market. 
COMMENT: The British socio-economic 
groups are: A: upper middle class: 
senior managers, administrators, civil 
servants and professional people; B: 
middle class: middle-ranking manag- 
ers, administrators, civil servants and 
professional people; C1: lower middle 
class: junior managers and clerical staff; 
C2: skilled workers: workers with spe- 
cial skills and qualifications; D: working 
class: unskilled workers and manual 
workers; E: subsistence level: pen- 


sioners, the unemployed and casual 
manual workers. 
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socio-economic groups /,səufiəu 
itka,nomrk 'grurps/ plural noun groups 
in society divided according to income 
and position 
COMMENT: The British socio-economic 
groups are: A: upper middle class: 
senior managers, administrators, civil 
servants and professional people; B: 
middle class: middle-ranking manag- 
ers, administrators, civil servants and 
professional people; C1: lower middle 
class: junior managers and clerical staff; 
C2: skilled workers: workers with spe- 
cial skills and qualifications; D: working 
class: unskilled workers and manual 
workers; E: subsistence level: pension- 
ers, the unemployed and casual manual 
workers. 
soft currency /soft 'karansi/ noun 
the currency of a country with a weak 
economy, which is cheap to buy and diffi- 
cult to exchange for other currencies. Op- 
posite hard currency 
soft landing /svft 'lændıy/ noun a 
change in economic strategy to counteract 
inflation, which does not cause unem- 
ployment or a fall in the standard of liv- 
ing, and has only minor effects on the 
bulk of the population 
soft loan /soft 'ləun/ noun a loan from 
a company to an employee or from one 
government to another at a very low rate 
of interest or with no interest payable at 
all 
soft market /,spft 'markit/ noun a 
market where there is not enough de- 
mand, and where prices fall 
soft sell /,spft 'sel/ noun the process of 
persuading people to buy, by encouraging 
and not forcing them to do so 
software /'softweə/ noun computer 
programs 
sole /saul/ adjective only 
sole agency /,soul 'erdzansi/ noun an 
agreement to be the only person to repre- 
sent a company or to sell a product in a 
particular area O He has the sole agency 
for Ford cars. 
sole agent /,saul 'e1d3ant/ noun a per- 
son who has the sole agency for a compa- 
ny in an area O She is the sole agent for 
Ford cars in the locality. 
sole distributor /,soul di'stribjuto/ 
noun a retailer who is the only one in an 
area who is allowed to sell a product 
solemn /'splom/ adjective o solemn 
and binding agreement an agreement 














which is not legally binding, but which all 
parties are supposed to obey 

sole owner /,saul 'auno/ noun a per- 
son who owns a business on their own, 
with no partners, and has not formed a 
company 

sole proprietor /soul prə'prarətə/, 
sole trader /soul 'trerdə/ noun a person 
who runs a business, usually by them- 
selves, but has not registered it as a com- 
pany 

solicit /sa'lisit/ verb o to solicit orders 
to ask for orders, to try to get people to or- 
der goods 

solicitor /sə'lısıtə/ noun (in England 
and Wales) a lawyer who has passed the 
examinations of the Law Society and has 
a valid certificate to practise and who 
gives advice to members of the public and 
acts for them in legal matters o to in- 
struct a solicitor to give orders to a solic- 
itor to act on your behalf 

solus (advertisement) /'səuləs od 
\v3itismont/ noun an advertisement 
which does not appear near other adver- 
tisements for similar products 

solution /so'lu:f(a)n/ noun the answer 
to a problem O to look for a solution to the 
company’s financial problems © to look 


























for a solution to the company’s manpower 


crisis O The programmer came up with a 
solution to the systems problem. O We 
think we have found a solution to the 
problem of getting skilled staff. 
solution brand /so'lu:f(o)n breend/ 
noun a combination of a product and re- 
lated services, e.g. a computer system 
plus installation and maintenance, that 
meets a customer’s needs more effective- 
ly than the product on its own 
solve /splv/ verb to find an answer to a 
problem O The loan will solve some of 
our short-term problems. O The new rates 
of pay should solve some of our short- 
term recruitment problems. 
solvency /'svlv(a)nsi/ noun the state 
of being able to pay all debts on due date. 
Opposite insolvency 
solvent /'splv(a)nt/ adjective having 
enough money to pay debts O When she 
bought the company it was barely solvent. 
sort /so:t/ verb to put (a lot of things) in 
order O She is sorting index cards into al- 
phabetical order. 

sort out phrasal verb 1. to put into or- 


sort field 
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der O Did you sort out the accounts 
problem with the auditors? 2. to settle a 
problem 


sort field /'so:t fi:ld/ noun a special 
area of computer storage used to identify 
data so that it can be easily classified and 
arranged in order 

sound /saund/ adjective reasonable, 
which can be trusted O The company’s fi- 
nancial situation is very sound. O He 
gave us some very sound advice. 


soundness /'saundnas/ noun the state 
of being reasonable 


source /so:s/ noun the place where 
something comes from O What is the 
source of her income? O You must declare 
income from all sources to the tax office. 
income which is taxed at source in- 
come where the tax is removed and paid 
to the government by the employer before 
the income is paid to the employee m verb 
to get supplies from somewhere O We 
source these spare parts in Germany. 


source and application of funds 
statement /\so:s on ,eplikerf(a)n ov 
'fandz ,stertmont/, sources and uses 
of funds statement /,so:siz an ,ju:ziz 
av 'fandz ,stertmont/ noun a statement 
in a company’s annual accounts, showing 
where new funds came from during the 
year, and how they were used 


source credibility /‘so:s kredo ,biliti/ 
noun the image people have of someone 
which will determine that person’s credi- 
bility 

sourcing /'so:s1n/ noun the process of 
finding suppliers of goods or services O 
The sourcing of spare parts can be diver- 
sified to suppliers outside Europe. ù out- 
sourcing 


space /spers/ noun an empty place or 
empty area o to take advertising space 
in a newspaper to place a large advertise- 
ment in a newspaper 
space out phrasal verb to place things 
with spaces between them O The com- 
pany name is written in spaced-out let- 
ters. O Payments can be spaced out over 
a period of ten years. 


span of control /,spzn ov kon'troul/ 
noun the number and type of employees 
that a manager is responsible for super- 
vising O The job has a large amount of re- 
sponsibility with a wide span of control. O 


























Too wide a span of control can lead to in- 
efficient supervision. 
spare /speo/ adjective extra, not being 
used O He has invested his spare capital 
in a computer shop. o to use up spare ca- 
pacity to make use of time or space which 
has not been fully used 
spare part /,speo 'pa:t/ noun a small 
piece of machinery used to replace part of 
a machine which is broken O The photo- 
copier will not work — it needs a spare 
part. 
spare time /,spes 'tarm/ noun the time 
when you are not at work O He built him- 
selfa car in his spare time. 
speakerphone /'spi:ko,faun/ noun a 
telephone that has a loudspeaker and mi- 
crophone so that several people can listen 
to a conversation and speak 
spec /spek/ noun same as specifica- 
tion o to buy something on spec to buy 
something without being sure of its value 
special /'spe(9)l/ adjective better than 
usual O He offered us special terms. O 
The car is being offered at a special price. 
“_..airlines offer special stopover rates and 
hotel packages to attract customers to cer- 
tain routes’ [Business Traveller] 
special delivery /,spef(a)l di 
‘liv(a)ri/ noun a type of postal service for 
rapid delivery of letters and packets 
special deposits /,spef(a)l dr 
‘pozits/ plural noun large sums of money 
which commercial banks have to deposit 
with the Bank of England 
specialisation /,spefolat'ze1J(a)n/, 
specialization noun the act of dealing 
with one specific type of product O The 
company’s area of specialisation is ac- 
counts packages for small businesses. 
specialise /'speJSolatz/, specialize 
verb to deal with one particular type of 
skill, product or service O The company 
specialises in electronic components. O 
They have a specialised product line. O 
He sells very specialised equipment for 
the electronics industry. O After working 
in all the departments, he finally decided 
to specialise in distribution. 
“...the group specializes in the sale, lease 
and rental of new and second-user hard- 
ware’ [Financial Times] 
specialist /'spe fəlıst/ noun a person or 
company that deals with one particular 
type of product or one subject O You 
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should go to a specialist in computers or 
to a computer specialist for advice. O We 
need a manager who can grasp the over- 
all picture rather than a narrow special- 
ist. 
speciality /,spefi'zloti/, specialty 
/'spef(a)lti/ noun the specific business 
interest or specific type of product that a 
company has O Their speciality is compu- 
ter programs. 
special offer /,spef(o)l 'ofə/ noun a 
situation where goods are put on sale at a 
specially low price O We have a range of 
men’s shirts on special offer. 
special resolution /,spef(s)l ,rezo 
'lu:f(©)n/ noun a resolution concerning 
an important matter, such as a change to 
the company’s articles of association 
which is only valid if it is approved by 
75% of the votes cast at a meeting 
COMMENT: 21 days’ notice must be given 
for a special resolution to be put to a 
meeting, as opposed to an ‘extraordinary 
resolution’ for which notice must be giv- 
en, but no minimum period is specified 
by law. An extraordinary resolution could 
be a proposal to wind up a company vol- 
untarily, but changes to the articles of as- 
sociation, such as a change of name, or 
of the objects of the company, or a re- 
duction in share capital, need a special 
resolution. 
specialty store /'spef(o)lti sto:/ noun 
US a shop selling a limited range of items 
of good quality 
specie /'spi:fi:/ noun money in the 
form of coins 
specification /,spesif1'kerf(a)n/ 
noun detailed information about what or 
who is needed or about a product to be 
supplied O to detail the specifications of a 
computer system D to work to standard 
specifications to work to specifications 
which are acceptable anywhere in an in- 
dustry o the work is not up to specifica- 
tion or does not meet our specifications 
the product is not made in the way which 
was detailed 
specify /'spesifat/ verb to state clearly 
what is needed O to specify full details of 
the goods ordered O Do not include VAT 
on the invoice unless specified. O Candi- 
dates are asked to specify which of the 
three posts they are applying for. (NOTE: 
specifies — specifying — specified) 
specimen /‘spesimin/ noun something 
which is given as a sample o to give spec- 






































imen signatures on a bank mandate to 
write the signatures of all the people who 
can sign cheques for an account so that 
the bank can recognise them 


speculate /'spekjulert/ verb to take a 
risk in business which you hope will bring 
you profits o to speculate on the Stock 
Exchange to buy shares which you hope 
will rise in value 

speculation /,spekju'lerf(9)n/ noun a 
risky deal which may produce a short- 
term profit O He bought the company as a 
speculation. O She lost all her money in 
Stock Exchange speculations. 


speculative bubble /,spekjulotiv 
‘bab(a)l/ noun same as bubble 


speculative builder /,spekjulotiv 
‘bilda/ noun a builder who builds houses 
in the hope that someone will want to buy 
them 


speculative share /,spekjulotrv feo/ 
noun a share which may go sharply up or 
down in value 
speculator /'spekjuleita/ noun a per- 
son who buys goods, shares or foreign 
currency in the hope that they will rise in 
value O a property speculator O a curren- 
cy speculator O a speculator on the Stock 
Exchange or a Stock Exchange speculator 
speed up phrasal verb to make some- 
thing go faster O We are aiming to 
speed up our delivery times. 


spend /spend/ verb 1. to pay money O 
They spent all their savings on buying the 
shop. O The company spends thousands 
of pounds on research. 2. to use time O 
The company spends hundreds of person- 
hours on meetings. O The chairman spent 
yesterday afternoon with the auditors. 
(NOTE: spending - spent) m noun an 
amount of money spent O What’s the an- 
nual spend on marketing? 


spending /'spendin/ noun the act of 
paying money for goods and services O 
Both cash spending and credit card 
spending increase at Christmas. 
spending money /'spendıy ,mani/ 
noun money for ordinary personal ex- 
penses 

spending power /'spendin ,pauo/ 
noun 1. the fact of having money to spend 
on goods O the spending power of the stu- 
dent market 2. the amount of goods which 
can be bought for a sum of money O The 
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spending power of the pound has fallen 
over the last ten years. 


sphere /sf1ə/ noun an area O a sphere of 
activity O a sphere of influence 
spin off phrasal verb o to spin off a 
subsidiary company to split off part of 
a large company to form a smaller sub- 
sidiary, giving shares in this to the exist- 
ing shareholders 
spin doctor /'spin ,dpkt9/ noun a per- 
son who explains news in a way that 
makes it flattering to the person or organ- 
isation employing him or her (informal) © 
Government spin doctors have been hav- 
ing some difficulty in dealing with the 
news items about the rise in unemploy- 
ment. 


spinoff /‘spinvf/ noun 1. a useful prod- 
uct developed as a secondary product 
from a main item O One of the spinoffs of 
the research programme has been the de- 
velopment of the electric car. 2. a corpo- 
rate reorganisation in which a subsidiary 
becomes an independent company 


spiral /‘spatral/ noun something which 
twists round and round getting higher all 
the time ™ verb to twist round and round, 
getting higher all the time O a period of 
spiralling prices a spiralling inflation 
inflation where price rises make employ- 
ees ask for higher wages which then in- 
crease prices again 

splash page /'splef peid3/ noun a 
page, usually containing advertisements, 
that is displayed to visitors to a website 
before they reach the homepage 


split /split/ noun 1. an act of dividing up 
the company is proposing a five for 
one split the company is proposing that 
each existing share should be divided into 
five smaller shares 2. a lack of agreement 
O a split in the family shareholders m 
verb 1. o to split shares to divide shares 
into smaller denominations o the shares 
were split five for one five new shares 
were given for each existing share held 2. 
to split the difference to come to an 
agreement over a price by dividing the 
difference between the amount the seller 
is asking and amount the buyer wants to 
pay and agreeing on a price between the 
two @ adjective divided into parts 
COMMENT: A company may decide to 
split its shares if the share price be- 
comes too ‘heavy’ (i.e. each share is 
priced at such a high level that small in- 










































































vestors may be put off, and trading in the 
share is restricted). In the UK, a share 
price of £10.00 is considered ‘heavy’, 
though such prices are common on other 
stock markets. 
split commission /,split kə'mıf(ə)n/ 
noun a commission which is divided be- 
tween brokers or agents 


split-level investment trust /,split 
jlev(a)l in'vestmont ,trast/ noun an in- 
vestment trust with two categories of 
shares: income shares which receive in- 
come from the investments, but do not 
benefit from the rise in their capital value, 
and capital shares, which increase in val- 
ue as the value of the investments rises, 
but do not receive any income. Also 
called split trust, split-capital trust 


split payment /,split 'permant/ noun 
a payment which is divided into small 
units 


split trust /split 'trast/ noun same as 
split-level investment trust 


spoil /sporl/ verb to ruin, to make some- 
thing bad O Half the shipment was 
spoiled by water. O The company’s results 
were spoiled by a disastrous last quarter. 


sponsor /'sppnso/ noun 1. a person 
who recommends another person for a job 
2. a company which pays part of the cost 
of making a TV programme by taking ad- 
vertising time on the programme 3. a per- 
son or company which pays money to 
help research or to pay for a business ven- 
ture 4. a company which pays to help a 
sport, in return for advertising rights W 
verb 1. to act as a sponsor for something 
O a government-sponsored trade exhibi- 
tion O The company has sponsored the 


football match. O Six of the management 


trainees have been sponsored by their 
companies. 2. US to play an active part in 
something, such as a pension plan for em- 
ployees O If you’re single and not covered 
by an employer-sponsored retirement 
plan. 


sponsorship /'sppnsofip/ noun the 
act of sponsoring O the sponsorship of a 
season of concerts O The training course 
could not be run without the sponsorship 
of several major companies. 


spot /sppt/ noun 1. a place for an adver- 
tisement on a TV or radio show 2. the 
buying of something for immediate deliv- 
ery 
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spot cash /,sppt 'kæf/ noun cash paid 
for something bought immediately 
spot market /'spot ,markit/ noun a 
market that deals in commodities or for- 
eign exchange for immediate rather than 
future delivery 
“...with most of the world’s oil now traded 
on spot markets, Opec’s official prices are 
much less significant than they once were’ 
[Economist] 
spot price /'sppt prais/, spot rate 
/ spot 'rert/ noun a current price or rate 
for something which is delivered immedi- 
ately. Also called cash price 
‘...the average spot price of Nigerian light 
crude oil for the month of July was 27.21 
dollars per barrel’ [Business Times (La- 
gos)] 
spread /spred/ noun 1. same as range 
he has a wide spread of investments, 
of interests he has shares in many differ- 
ent types of companies 2. the difference 
between buying and selling prices, i.e. be- 
tween the bid and offer prices m verb to 
space something out over a period of time 
O to spread payments over several 
months o to spread a risk to make the 
risk of insurance less great by asking oth- 
er companies to help cover it 
‘...dealers said markets were thin, with 
gaps between trades and wide spreads be- 
tween bid and ask prices on the currencies’ 
[Wall Street Journal] 
“.,.to ensure an average return you should 
hold a spread of different shares covering 
a wide cross-section of the market’ 
[Investors Chronicle] 
spreadsheet /'spredfi:t/ noun a com- 
puter printout or program that shows a se- 
ries of columns or rows of figures 


square /skweə/ noun a way of measur- 
ing area, by multiplying the length by the 
width O The office is ten metres by twelve 
— its area is one hundred and twenty 
square metres. @ adjective 1. with four 
right angles and four equal straight sides 
2. settled, not owing anything (informal) 
now we’re all square we do not owe 
each other anything E verb o to square a 
bill US to pay a bill o to square away to 
put (papers) in order 

square cut file /skweo kat ‘farl/ 
noun a simple folded card file, with one 
side taller than the other, used for filing 
documents (the file is inserted into a sus- 
pension file) 






























































squared paper /,skweod 'perpə/ 
noun paper printed with a series of small 
squares, like graph paper 

square measure /skweo 'me39/ 
noun an area in square feet or metres, cal- 
culated by multiplying width and length 


Square Mile /,skwes 'marl/ noun the 
City of London, the British financial cen- 
tre 


squeeze /skwi:z/ noun government 
control carried out by reducing the avail- 
ability of something m verb to crush or to 
press; to make smaller O to squeeze mar- 
gins or profits or credit 
“...the real estate boom of the past three 
years has been based on the availability of 
easy credit. Today, money is tighter, so 
property should bear the brunt of the credit 
squeeze’ [Money Observer] 
SRO abbr self-regulatory organisation 
SSP abbr statutory sick pay 
St abbr street 


stabilisation /,sterbilar'zerf(a)n/, 
stabilization noun the process of mak- 
ing something stable, e.g. preventing sud- 
den changes in prices o stabilisation of 
the economy keeping the economy stable 
by preventing inflation from rising, cut- 
ting high interest rates and excess money 
supply 

stabilise /'sterbolatz/, stabilize verb 
to become steady, or to make something 
steady o prices have stabilised prices 
have stopped moving up or down o to 
have a stabilising effect on the economy 
to make the economy more stable 


stability /sta'biliti/ noun the state of 
being steady or not moving up or down O 
price stability O a period of economic sta- 
bility O the stability of the currency mar- 
kets 


stable /'sterb(ə)l/ adjective steady or 
not moving up or down O stable prices O 
a stable exchange rate © a stable curren- 
cy Oa stable economy 


staff /sta:f/ noun people who work for a 
company or organisation O The office 
staff have complained about the lack of 
heating. (NOTE: Staff refers to a group of 
people and so is often followed by a plu- 
ral verb.) o to be on the staff or a mem- 
ber of staff or a staff member to be em- 
ployed permanently by a company m verb 
to employ workers O to have difficulty in 
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staffing the factory O The department is 
staffed by skilled part-timers. 

staff agency /'sta:f ,erd3ansi/ noun 
an agency which looks for office staff for 
companies 

staff appointment /'sta:f ə 
,porntmont/ noun a job on the staff 
staff appraisal /sta:f 9'pre1z(o)l/, 
staff assessment /sta:f 9o'sesmont/ 
noun a report on how well a member of 
staff is working 

staff association /'sta:f əsəusi 
,e1f(a)n/ noun a society formed by mem- 
bers of staff of a company to represent 
them to the management and to organise 
entertainments 

staff club /'sta:f klab/ noun a club for 
the staff of a company, which organises 
staff parties, sports and meetings 
staffed /sta:ft/ adjective with someone 
working on it 

staffer /'sta:fa/ noun US a member of 
the permanent staff 

staff incentives /,sta:f m'sentrvz/ 
plural noun higher pay and better condi- 
tions offered to employees to make them 
work better 

staffing /'sta:f1m/ noun the provision of 
staff for a company or the number of peo- 
ple needed to do a work process 
staffing levels /'sta:fıņ ,lev(ə)lz/ plu- 
ral noun the numbers of employees re- 
quired in a department of a company for it 
to work efficiently 

staffing policy /'sta:fıņ ,polisi/ noun 
the company’s views on staff — how many 
are needed for each department, if they 
should be full-time or part-time, what the 
salaries should be, etc. 

staff meeting /'sta:f ,mi:ti/ noun a 
meeting of a group of staff or their repre- 
sentatives 

staff training /,sta:f 'tremr/ noun 
the process of teaching staff better and 
more profitable ways of working 

stag /stzg/ noun 1. a person who buys 
new issues of shares and sells them imme- 
diately to make a profit 2. US a dealer in 
stocks who is not a member of a Stock 
Exchange m verb o to stag an issue to 
buy anew issue of shares not as an invest- 
ment, but to sell immediately at a profit 
stage /ste1d3/ noun a period, one of 
several points in a process of develop- 














ment O the different stages of the produc- 
tion process o the contract is still in the 
drafting stage the contract is still being 
drafted o in stages in different steps O 
The company has agreed to repay the 
loan in stages. 
staged payments /,steed3d 
‘permontz/ plural noun payments made 
in stages 
stagflation /steg'fletf(a)n/ noun in- 
flation and stagnation happening at the 
same time in an economy 
stagger /'stzego/ verb to arrange holi- 
days or working hours so that they do not 
all begin and end at the same time O Stag- 
gered holidays help the tourist industry. O 
We have to stagger the lunch hour so that 
there is always someone on the switch- 
board. O We asked our supplier to stagger 
deliveries so that the warehouse can 
cope. 
stagnant /'stzegnont/ adjective not ac- 
tive, not increasing O Turnover was stag- 
nant for the first half of the year. O A stag- 
nant economy is not a good sign. 
stagnate /stzg'neit/ verb not to in- 
crease, not to make progress O The econ- 
omy is stagnating. O After six hours the 
talks were stagnating. 
stagnation /stæg'nerf(ə)n/ noun the 
state of not making any progress, espe- 
cially in economic matters O The country 
entered a period of stagnation. 
stake /sterk/ noun an amount of money 
invested o to have a stake in a business 
to have money invested in a business 0 to 
acquire a stake in a business to buy 
shares in a business O He acquired a 25% 
stake in the company. @ verb o to stake 
money on something to risk money on 
something 
“...her stake, which she bought at $1.45 
per share, is now worth nearly $10 mil- 
lion’ [Times] 
“...other investments include a large stake 
in a Chicago-based insurance company, as 
well as interests in tobacco products and 
hotels’ [Lloyd’s List] 
stakeholder /'sterkhəuldə/ noun a 
person such as a shareholder, employee or 
supplier who has a stake in a business 
“...the stakeholder concept is meant to be 
a new kind of low-cost, flexible personal 
pension aimed at those who are less well- 
off. Whether it will really encourage them 
to put aside money for retirement is a moot 
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point. Ministers said companies would be 
able to charge no more than 1 per cent a 
year to qualify for the stakeholder label’ 
[Financial Times] 
stakeholder pension /'sterkhəuldə 
,penfon/ noun a pension, provided 
through a private company, in which the 
income a person has after retirement de- 
pends on the amount of contributions 
made during their working life (NOTE: 
Stakeholder pensions are designed for 
people without access to an occupation- 
al pension scheme.) 
stakeholder theory /'sterkhəuldə 
,O1or1/ noun the theory that it is possible 
for an organisation to promote the inter- 
ests of its shareholders without harming 
the interests of its other stakeholders such 
as its employees, suppliers and the wider 
community 
stakeholder value analysis 
/,stetkhouldo ,velju: ə'næləsıs/ noun a 
form of analysis that identifies the various 
people and organisations who have a 
stake in a company and finds out their 
views on various issues so that these 
views may be taken into account when 
making strategic and operational deci- 
sions 
stall /sto:l/ noun a small moveable 
wooden booth, used for selling goods in a 
market 
stallholder /'sto:lhəuldə/ noun a per- 
son who has a stall in a market and pays 
rent for the site it occupies 
stamp /stæmp/ noun a device for mak- 
ing marks on documents; a mark made in 
this way O The invoice has the stamp ‘Re- 
ceived with thanks’ on it. O The customs 
officer looked at the stamps in her pass- 
port. rubber stamp stamp made of 
hard rubber cut to form words @ verb 1. 
to mark a document with a stamp O to 
stamp an invoice ‘Paid’ O The documents 
were stamped by the customs officials. 2. 
to put a postage stamp on an envelope or 
parcel 
stamp duty /'stæmp ,dju:ti/ noun a 
tax on legal documents such as those used 
e.g. for the sale or purchase of shares or 
the conveyance of a property to a new 
owner 
stamped addressed envelope 
/,steempt o,drest 'envaloup/ noun an 
envelope with your own address written 
on it and a stamp stuck on it to pay for re- 














turn postage O Please send a stamped ad- 
dressed envelope for further details and 
our latest catalogue. Abbreviation s.a.e. 
stamp pad /'stzemp pæd/ noun a soft 
pad of cloth with ink on which a stamp is 
pressed, before marking the paper 
stand /stzend/ noun an arrangement of 
shelves or tables at an exhibition for 
showing a company’s products m verb to 
be or to stay o to stand liable for damag- 
es to be liable to pay damages o the com- 
pany’s balance stands at £24,000 the 
balance is £24,000 
stand down phrasal verb to withdraw 
your name from an election O At the last 
minute the two other candidates stood 
down, so she was elected chairman. 
stand in for phrasal verb to take some- 
one’s place O Mrs Smith is standing in 
for the chairman, who is ill. (NOTE: 
standing — stood) 
standard /'stændəd/ noun the usual 
quality or usual conditions which other 
things are judged against o up to stand- 
ard of acceptable quality O This batch is 
not up to standard or does not meet our 
standards. & adjective normal or usual O 
a standard model car O We have a stand- 
ard charge of £25 for a thirty-minute ses- 
sion. 
standard agreement /,stzndod ə 
‘grizmont/, standard contract 
/,steendod 'kontrekt/ noun a normal 
printed contract form 
Standard & Poor’s /,stendod on 
'puəz/ noun an American corporation 
which rates bonds according to the credit- 
worthiness of the organisations issuing 
them. Abbreviation S&P 
standard deduction /,stzendod dr 
'dakf(ə)n/ noun US an amount that can 
be deducted from income on a federal in- 
come tax form, if deductions are not item- 
ised 
standardisation /,steendodar 
'ze1f(a)n/, standardization noun the 
process of making sure that everything 
fits a standard or is produced in the same 
way O standardisation of measurements 
throughout the EU O Standardisation of 
design is necessary if we want to have a 
uniform company style. o standardisa- 
tion of products the process of reducing 
a large number of different products to a 
series which have the same measure- 
ments, design, packaging, etc. 
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standardise /'steendodaiz/, stand- 
ardize verb to make sure that everything 
fits a standard or is produced in the same 
way 

standard letter /,stazendad 'leta/ noun 
a letter which is sent without change to 
various correspondents 

standard of living /\stendod ov 
‘livin/ noun the quality of personal home 
life (such as amount of food or clothes 
bought, size of family car, etc.) 
standard rate /'stændəd reit/ noun a 
basic rate of income tax which is paid by 
most taxpayers 

Standard Time /'stzendoad tarm/ noun 
normal time as in the winter months 
standby arrangements /'stzndbar 
a,reind3monts/ plural noun plans for 
what should be done if an emergency hap- 
pens, especially money held in reserve in 
the International Monetary Fund for use 
by a country in financial difficulties 
standby credit /'stzendbar ,kredit/ 
noun credit which is available if a compa- 
ny needs it, especially credit guaranteed 
by a euronote 

standby fare /'steendbai fea/ noun a 
cheap fare for a standby ticket 

standby ticket /'stendbar _trkit/ 
noun a cheap air ticket which allows the 
passenger to wait until the last moment to 
see if there is an empty seat on the plane 
standing /'steendin/ noun a good repu- 
tation O The financial standing of a com- 
pany. 0 company of good standing very 
reputable company 

standing order /,steendin 'o:da/ noun 
an order written by a customer asking a 
bank to pay money regularly to an ac- 
count O J pay my subscription by standing 
order. 

standstill /‘stzendst1l/ noun a situation 
where work has stopped O Production is 
at a standstill. O The strike brought the 
factory to a standstill. 

staple /'sterp(o)l/ verb o to staple pa- 
pers together to attach papers with sta- 
ples O He could not take away separate 
pages, because the documents were sta- 
pled together. 

staple commodity /,sterp(o)l_ ko 
'‘moditi/ noun a basic food or raw mate- 
rial 

staple industry /,sterp(o)l 'ndostri/ 
noun the main industry in a country 


























staple product /,sterp(9)l 'prodakt/ 
noun the main product 

start /sta:t/ noun the beginning m verb 
to begin to do something o to start a 
business from cold or from scratch to 
begin a new business, with no previous 
turnover to base it on 

starting /'sta:t1/ noun the act of be- 
ginning 

starting date /'sta:tıņ dert/ noun a 
date on which something starts 

starting point /‘sta:tiy pomt/ noun 
the place where something starts 
starting salary /'sta:tm ,sæləri/ 
nouna salary for an employee when he or 
she starts work with a company 
start-up /'sta:t ap/ noun 1. the begin- 
ning of a new company or new product O 
We went into the red for the first time be- 
cause of the start-up costs of the new sub- 
sidiary in the USA. 2. a new, usually small 
business that is just beginning its opera- 
tions, especially a new business supported 
by venture capital and in a sector where 
new technologies are used 

start-up financing /'sta:t ap 
fainzensiy/ noun the first stage in fi- 
nancing a new project, which is followed 
by several rounds of investment capital as 
the project gets under way (NOTE: The 
plural is start-ups.) 

start-up model /'sta:t ap ,mod(ə)l/ 
noun a business model in which the ob- 
jective is rapid short-term success. In this 
model the typical aim is to acquire ven- 
ture capital, grow, then quickly float the 
company on the stock exchange or sell it 
off, so as to produce profit for the found- 
ers but not necessarily for the business. 
state /stert/ noun 1. an independent 
country 2. a semi-independent section of 
a federal country such as the USA 3. the 
government of a country W verb to say 
clearly O The document states that all 
revenue has to be declared to the tax of- 














fice. 


“...the unions had argued that public sec- 
tor pay rates had slipped behind rates ap- 
plying in state and local government areas’ 
[Australian Financial Review] 
state bank /steit 'benk/ noun in the 
USA, a commercial bank licensed by the 
authorities of a state, and not necessarily 
a member of the Federal Reserve system, 
as opposed to a national bank 
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state-controlled /'stert kon,trauld/ 
adjective run by the state O state-control- 
led television 


state enterprise /stert ‘entopraiz/ 
noun a company run by the state 


statement /'stertmont/ noun 1. some- 
thing said or written which describes or 
explains something clearly o to make a 
false statement to give wrong details 
statement of expenses a detailed list of 
money spent 2. o statement (of account) 
a list of invoices and credits and debits 
sent by a supplier to a customer at the end 
of each month o monthly or quarterly 
statement a statement which is sent every 
month or every quarter by the bank 
state of emergency /,stert əv 1 
‘ms:dzonsi/ noun the government decid- 
ed that the situation was so dangerous that 
the police or army had to run the country 
state of indebtedness /,stert əv in 
‘detidnas/ noun the fact of being in debt, 
owing money 
state-of-the-art /,stert ov ði ‘a:t/ ad- 
jective as technically advanced as possi- 
ble 
“...each year American manufacturers in- 
crease their budget for state-of-the-art 
computer-based hardware and software’ 
[Duns Business Month] 
state-owned /,stert 'sund/ adjective 
owned by the state or by a state 
“...state-owned banks cut their prime rates 
a percentage point to 11%’ [Wall Street 
Journal] 
state-owned industry /,stert ound 
‘indastri/ noun an industry which is na- 
tionalised 
state ownership /stert 'əunəf1p/ 
noun a situation in which an industry is 
nationalised 
static market /,stztik 'ma:kit/ noun 
a market which does not increase or de- 
crease significantly over a period of time 
stationery /'ste1f(9)n(a)ri/ noun 1. of- 
fice supplies for writing, such as paper, 
carbons, pens, etc. O We use the same sta- 
tionery supplier for all our office station- 
ery. 2. in particular, letter paper, enve- 
lopes, etc., with the company’s name and 
address printed on them O The letter was 
typed on his office stationery. 
statistical /sto'tistik(9)l/ adjective 
based on statistics O statistical informa- 
tion O They took two weeks to provide the 












































statistical analysis of the opinion-poll da- 
ta. 


statistical discrepancy /stə 
itistrk(9)l_  di'skreponsi/ noun the 
amount by which sets of figures differ 
statistician /,steti'stif(a)n/ noun a 
person who analyses statistics 
statistics /sta'tistrks/ plural noun 1. 
facts or information in the form of figures 
O to examine the sales statistics for the 
previous six months O Government trade 
Statistics show an increase in imports. O 
The statistics on unemployment did not 
take school-leavers into account. (NOTE: 
takes a plural verb) 2. the study of facts 
in the form of figures (NOTE: takes a sin- 
gular verb) 


status /'stertas/ noun 1. the importance 
of someone or something relative to oth- 
ers, especially someone’s position in soci- 
ety o the chairman’s car is a status 
symbol the size of the car shows how im- 
portant the chairman is o loss of status 
the act of becoming less important in a 
group 2. o legal status legal position 
status inquiry /'stertəs m,kwarori/ 
noun an act of checking on a customer’s 
credit rating 


status quo /,stertəs 'kwau/ noun the 
state of things as they are now O The con- 
tract does not alter the status quo. 


statute /'st ztJu:t/ noun an established 
written law, especially an Act of Parlia- 
ment. Also called statute law 


statute book /'stztJu:t buk/ noun all 
laws passed by Parliament which are still 
in force 

statute law /'stætfu:t lo:/ noun same 
as statute 

statute of limitations /,stztfu:t ov 
lmmi'terf(a)nz/ noun a law which allows 
only a fixed period of time, usually six 
years, for someone to start legal proceed- 
ings to claim property or compensation 
for damage 

statutory /'stætfut(ə)ri/ adjective 
fixed by law O There is a statutory period 
of probation of thirteen weeks. O Are all 
the employees aware of their statutory 
rights? 

statutory holiday /,stætfut(ə)ri 
‘holidei/ noun a holiday which is fixed 
by law O The office is closed for the stat- 
utory Christmas holiday. 
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statutory regulations / stztfut(s)ri 
regju'le1f(a)nz/ plural noun regulations 
covering financial dealings which are 
based on Acts of Parliament, such as the 
Financial Services Act, as opposed to the 
rules of self-regulatory organisations 
which are non-statutory 


statutory sick pay /,stzt fot(a)ri ‘stk 
,pel/ noun payment made each week by 
an employer to an employee who is away 
from work because of sickness. Abbrevi- 
ation SSP 


Stay /ste1/ noun a length of time spent in 
one place O The tourists were in town 
only for a short stay. ™@ verb to stop at a 
place O The chairman is staying at the 
Hotel London. O Profits have stayed be- 
low 10% for two years. O Inflation has 
stayed high in spite of the government’s 
efforts to bring it down. 


stay of execution / ster ov eksr 
'kjurf(@)n/ noun the temporary stopping 
of a legal order O The court granted the 
company a two-week stay of execution. 


steadily /'stedrli/ adverb in a regular or 
continuous way O Output increased 
steadily over the last two quarters. O The 
company has steadily increased its mar- 
ket share. 


steadiness /'stedinas/ noun the fact 
of being firm, not fluctuating O The 
steadiness of the markets is due to the 
government’s intervention. 


steady /'stedi/ adjective continuing in a 
regular way O The company can point to 
a steady increase in profits. O The market 
stayed steady in spite of the collapse of 
the bank. O There is a steady demand for 
computers. O He has a steady job in the 
supermarket. ™@ verb to become firm, to 
stop fluctuating O The markets steadied 
after last week’s fluctuations. O Prices 
steadied on the commodity markets. O 
The government’s figures had a steadying 
influence on the exchange rate. 


steal /sti:l/ verb to take something 
which does not belong to you O The rival 
company stole our best clients. O One of 
our biggest problems is stealing in the 
wine department. (NOTE: stealing — 
stole — has stolen) 


steep /sti:p/ adjective referring to an in- 
crease which is very great and usually 
sudden or a price which is very high O a 


steep increase in interest charges O a 
steep decline in overseas sales 


steeply /'sti:pli/ adverb sharply, sud- 

denly O Prices rose steeply after the 

budget. 
“...if oil prices should fall steeply it may 
lead to an equally steep fall in naira value 
if supply cannot meet demand. Then there 
might be political consequences if devalu- 
ation leads to inflation’ [Business 
in Africa] 

stenographer /sta'nvgrafa/ noun an 

official person who can write in shorthand 


step /step/ noun 1. a type of action O 
The first step taken by the new MD was to 
analyse all the expenses. n to take steps 
to prevent something happening to act 
to stop something happening 2. a move- 
ment forward O Becoming assistant to the 
MD is a step up the promotion ladder. 
in step with moving at the same rate as O 
The pound rose in step with the dollar. 
out of step with not moving at the same 
rate as O The pound was out of step with 
other European currencies. O Wages are 
out of step with the cost of living. 
step down phrasal verb to retire from 
a position O The chairman will be 70 
this month and he is stepping down from 
his post to give way to his nephew. 
(NOTE: stepping — stepped) 
*...the chairman of the investment bank is 
to step down after less than 12 months in 
the job’ [Times] 
step up phrasal verb to increase O The 
union is stepping up its industrial ac- 
tion. O The company has stepped up 
production of the latest models. (NOTE: 
stepping — stepped) 
sterling /'sts:l19/ noun a standard cur- 
rency used in the United Kingdom © to 
quote prices in sterling or to quote ster- 
ling prices 
“...it is doubtful that British goods will 
price themselves back into world markets 
as long as sterling labour costs continue to 
rise faster than in competitor countries’ 
[Sunday Times] 
sterling area /‘sts:lm ,eorio/ noun 
formerly, an area of the world where the 
pound sterling was the main trading cur- 
rency 


sterling balances A stail 


'bælənsız/ plural noun a country’s trade 
balances expressed in pounds sterling 
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sterling crisis /‘sts:l1y ,kratsts/ noun 
a fall in the exchange rate of the pound 
sterling 

sterling millionaire /,sts:lm ,miljo 
'neə/ noun a person who has more than 
one million pounds sterling (NOTE: To be 
specific, you can say dollar millionaire, 
peso millionaire, etc.) 

stevedore /'sti:vado:/ noun a person 
who works in a port, loading or unloading 
ships 

steward /'stjur:od/ noun a man who 
serves drinks or food on a ship or plane O 
She called the steward and asked for a 
glass of water. 

stewardess /stjuro'des/ noun a 
woman who serves drinks or food on a 
ship or plane 

stick /strk/ verb to stay still, not to move 
O Sales have stuck at £2m for the last two 
years. (NOTE: sticking — stuck) 
sticker /'stıkə/ verb to put a price stick- 
er on an article for sale O We had to stick- 
er all the stock. 

stimulate /'strmjuleit/ verb to make 
something or someone become more ac- 
tive O What can the government do to 
stimulate the economy? O The aim of the 
subsidies is to stimulate trade with the 
Middle East. 

stimulus /'stımjuləs/ noun a thing 
which encourages activity (NOTE: The 
plural is stimuli.) 

stipulate /'stıpjulert/ verb to state 
something specifically as a binding con- 
dition in a contract O to stipulate that the 
contract should run for five years O They 
found it difficult to pay the stipulated 
charges. O The company failed to pay on 
the date stipulated in the contract. O The 
contract stipulates that the seller pays the 
buyer’s legal costs. 

stipulation /,stipju'letf(o)n/ noun a 
condition in a contract O The contract has 
a stipulation that the new manager has to 
serve a three-month probationary period. 
stock /stpk/ noun 1. the available sup- 
ply of raw materials O large stocks of oil 
or coal O the country’s stocks of butter or 
sugar 2. the quantity of goods for sale in 
a warehouse or retail outlet o to buy a 
shop with stock at valuation when buy- 
ing a shop, to pay a price for the stock 
which is the same as its value as estimated 
by the valuer o to purchase stock at val- 


























uation to pay the price that stock has been 
valued at o in stock available in the ware- 
house or store O to hold 2,000 lines in 
stock o to take stock to count the items in 
a warehouse 3. shares in a company 4. in- 
vestments in a company, represented by 
shares or fixed interest securities ll adjec- 
tive usually kept in stock O Butter is a 
stock item for any good grocer. @ verb to 
hold goods for sale in a warehouse or 
store O The average supermarket stocks 
more than 4500 lines. 
‘US crude oil stocks fell last week by near- 
ly 2.5m barrels’ [Financial Times] 
‘...the stock rose to over $20 a share, high- 
er than the $18 bid’ [Fortune] 
stock up phrasal verb to buy supplies 
of something which you will need in the 
future O They stocked up with computer 
paper. 
stockbroker /'stokbrəukə/ noun a 
person who buys or sells shares for clients 
stockbroker’s commission /stok 
,broukəz ko'm1f(9)n/ noun the payment 
to a broker for a deal carried out on behalf 
of a client 
stockbroking /'stokbraukiy/ noun 
the business of dealing in shares for cli- 
ents O a stockbroking firm 
stock certificate /'stok so,trftkot/ 
noun a document proving that someone 
owns stock in a company 
stock code /'stok koud/ noun a set of 
numbers and letters which refer to an item 
of stock 
stock control /'stok kon,traul/ noun 
the process of making sure that the correct 
level of stock is maintained, to be able to 
meet demand while keeping the costs of 
holding stock to a minimum (NOTE: The 
US term is inventory control.) 
stock controller /'stok kon,travlo/ 
noun a person who notes movements of 
stock 
stock depreciation /'stok dipri:fi 
,e1f(9)n/ noun a reduction in value of 
stock which is held in a warehouse for 
some time 
Stock Exchange /'stpk 1ks,tfemd3/ 
noun a place where stocks and shares are 
bought and sold O He works on the Stock 
Exchange. O Shares in the company are 
traded on the Stock Exchange. 
“...the news was favourably received on 
the Sydney Stock Exchange, where the 
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shares gained 40 cents to A$9.80° 


[Financial Times] 
Stock Exchange listing /'stok 1ks 
,tfernd3z ,listin/ noun the fact of being 
on the official list of shares which can be 
bought or sold on the Stock Exchange O 
The company is planning to obtain a 
Stock Exchange listing. 


Stock Exchange operation /'stok 
Iks ,tfernd3 ppoa,re1f(9)n/ noun the ac- 
tivity of buying or selling of shares on the 
Stock Exchange 

stock figures /'stok ,figaz/ plural 
noun details of how many goods are in 
the warehouse or store 

stockholder /'stokhəuldə/ noun a 
person who holds shares in a company 
stockholding /'stokhouldin/ noun 
the shares in a company held by someone 
stocking filler /‘stokin ,ftlo/ noun a 
small item which can be used to put into a 
Christmas stocking 

stock-in-hand /,stok m ‘hend/ noun 
stock held in a shop or warehouse 
stock-in-trade /,stpk m 'trerd/ noun 
goods held by a business for sale 
stockist /'stokıst/ noun a person or 
shop that stocks an item 

stock jobber /'stok ,d30bə/ noun for- 
merly, a person who bought and sold 
shares from other traders on the Stock Ex- 
change 

stock jobbing /'stok ,d3pbin/ noun 
formerly, the business of buying and sell- 
ing shares from other traders on the Stock 
Exchange 

stockkeeping /'stok,ki:pm/ noun the 
process of making sure that the correct 
level of stock is maintained (to be able to 
meet demand while keeping the costs of 
holding stock to a minimum) 
stockkeeping unit /'stokki:pıņ 
,ju:nit/ noun full form of SKU 

stock ledger /'stok ,led3a/ noun a 
book which records quantities and values 
of stock 

stock level /'stok ,lev(a)l/ noun the 
quantity of goods kept in stock O We try 
to keep stock levels low during the sum- 
mer. 

stocklist /‘stoklist/ noun a list of items 
carried in stock 


stock market /'stok ,markit/ noun a 
place where shares are bought and sold, 
i.e. a stock exchange O stock market price 
or price on the stock market 

stock market manipulation /'stok 
mma:kit mo,nipjulerf(a)n/ noun the 
practice of trying to influence the price of 
shares by buying or selling in order to 
give the impression that the shares are 
widely traded 

stock market manipulator /'stok 
smarkit mo,nipjulerta/ noun a person 
who tries to influence the price of shares 
in his or her own favour 

stock market valuation /,stok 
mmarkit ,velju'erf(a)n/ noun a value of 
a company based on the current market 
price of its shares 

stock movements /'stok 
smurvmonts/ noun passing of stock into 
or out of a warehouse O All stock move- 
ments are logged by the computer. 
stock option /'stok ,opfan/ noun a 
right to buy shares at a cheap price given 
by a company to its employees 
stockout /'stpkaut/ noun a situation 
where an item is out of stock 

stockpile /'stokparl/ noun the supplies 
kept by a country or a company in case of 
need O a stockpile of raw materials W 
verb to buy items and keep them in case 
of need O to stockpile tinned food 
stockroom /'stpkru:m/ noun a room 
where stores are kept 

stocks and shares /,stpks ən 'feəz/ 
plural noun shares in ordinary companies 
stock size /'stpk sa1z/ noun a normal 
size O We only carry stock sizes of shoes. 
stocktaking /'stokterkin/, stocktake 
/'stokterk/ noun the counting of goods in 
stock at the end of an accounting period O 
The warehouse is closed for the annual 
stocktaking. 

stocktaking sale /'stpkterkiy ,serl/ 
noun a sale of goods cheaply to clear a 
warehouse before stocktaking 

stock transfer form / stok 'treensfs: 
form/ noun a form to be signed by the 
person transferring shares 

stock turn /stok 'ts:n/, stock turn- 
round /stok 'ts:nraund/, stock turno- 
ver /,stok 'tsinəuvə/ noun the total val- 
ue of stock sold in a year divided by the 
average value of goods in stock 
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stock valuation /,stol velju'erf(9)n/ 
noun an estimation of the value of stock 
at the end of an accounting period 


stop /stop/ noun 1. the end of an action 
O Work came to a stop when the company 
could not pay the workers’ wages. O The 
new finance director put a stop to the 
reps’ inflated expense claims. 2. a situa- 
tion where someone is not supplying or 
not paying something o account on stop 
an account which is not supplied because 
it has not paid its latest invoices O We put 
their account on stop and sued them for 
the money they owed. o to put a stop on 
a cheque to tell the bank not to pay a 
cheque which you have written m verb 1. 
to make something not move or happen 
any more O The shipment was stopped by 
customs. O The government has stopped 
the import of luxury items. 2. not to do an- 
ything any more O The work force 
stopped work when the company could 
not pay their wages. O The office staff 
stop work at 5.30. O We have stopped sup- 
plying Smith & Co. 3. o to stop an ac- 
count not to supply an account any more 
on credit because bills have not been paid 
to stop a cheque, to stop payment on 
a check US to ask a bank not to pay a 
cheque you have written o to stop pay- 
ments not to make any further payments 
4. o to stop someone’s wages to take 
money out of someone’s wages O We 
stopped £25 from his pay because he was 
late. 
stop over phrasal verb to stay for a 
short time in a place on a long journey O 
We stopped over in Hong Kong on the 
way to Australia. 


stop-loss order /stop ‘Ips ,o:do/ 
noun an instruction to a stockbroker to 
sell a share if the price falls to an agreed 
level (NOTE: The US term is stop order.) 


stopover /'stopəuvə/ noun an act of 
staying for a short time in a place on a 
long journey O The ticket allows you two 
stopovers between London and Tokyo. 


stoppage /'stopid3/ noun 1. the act of 
stopping O stoppage of payments O Bad 
weather was responsible for the stoppage 
of deliveries. O Deliveries will be late be- 
cause of stoppages on the production line. 
2. a sum of money taken regularly from 
an employee’s wages for insurance, tax, 
etc. 




































































storage /'sto:rid3/ noun 1. the act of 
keeping something in store or in a ware- 
house O We let our house and put the fur- 
niture into storage. o to put a plan into 
cold storage to postpone work on a plan, 
usually for a very long time 2. the cost of 
keeping goods in store O Storage rose to 
10% of value, so we scrapped the stock. 3. 
the facility for storing data in a computer 
Oa disk with a storage capacity of 100Mb 
storage capacity /'sto:rid3 ko 
,peesiti/ noun the space available for stor- 
age 
storage company /'storrid3 
ikamp(a)ni/ noun a company which 
keeps items for customers 
storage facilities /‘sto:rid3_ fə 
/sulitiz/ plural noun equipment and build- 
ings suitable for storage 
storage unit /'sto:rid3 ,ju:nit/ noun a 
device attached to a computer for storing 
information on disk or tape 
store /sto:/ noun 1. a place where goods 
are kept 2. a quantity of items or materials 
kept because they will be needed O 7 al- 
ways keep a store of envelopes ready in 
my desk. 3. US a shop E verb 1. to keep 
in a warehouse O to store goods for six 
months 2. to keep for future use O We 
store our pay records on computer. 
store card /'sto: ka:d/ noun a credit 
card issued by a large department store, 
which can only be used for purchases in 
that store 
storekeeper /'sto:ki:po/, storeman 
/‘sto:mon/ noun a person in charge of a 
storeroom 
storeroom /'sto:ru:m/ noun a room or 
small warehouse where stock can be kept 
straight bonds /'streit bondz/ plural 
noun normal fixed-interest bonds which 
can be redeemed at a certain date 
straight line depreciation /,streit 
lain di,prifi'e1f(a)n/ noun depreciation 
calculated by dividing the cost of an asset, 
less its remaining value, by the number of 
years it is likely to be used 
COMMENT: Various methods of depreciat- 
ing assets are used; under the ‘straight 
line method’, the asset is depreciated at 
a constant percentage of its cost each 
year, while with the ‘reducing balance 
method’ the asset is depreciated at the 
same percentage rate each year, but 
calculated on the value after the previ- 


ous year’s depreciation has been de- 
ducted. 
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straights /strerts/ plural noun same as 
straight bonds 


strategic /stra'ti:d31k/ adjective based 
on a plan of action 


strategic management /strə 
jtirdzik 'maenid3zmont/ noun manage- 
ment that focuses on developing corpo- 
rate strategy, ensuring that the organisa- 
tion operates and makes decision in ac- 
cordance with that strategy, and on 
achieving and maintaining a strong com- 
petitive advantage 

strategic partnering /stro,ti:d3ik 
‘pa:tnorin/ noun collaboration between 
organisations in order to enable them to 
take advantage of market opportunities 
together, or to respond to customers more 
effectively than they could if each operat- 
ed separately. Strategic partnering allows 
the partners to pool information, skills 
and resources and to share risks. 


strategic planning /stro,ti:d31k 
‘plenin/ noun the process of planning 
the future work of a company 


strategy /'stratod3i/ noun a course of 
action, including the specification of re- 
sources required, to achieve specific ob- 
jective O a marketing strategy O a finan- 
cial strategy O a sales strategy O a pric- 
ing strategy O What is the strategy of the 
HR department to deal with long-term 
manpower requirements? O Part of the 
company’s strategy to meet its marketing 
objectives is a major recruitment and re- 
training programme. (NOTE: The plural is 
strategies.) 


streaming /'stri:xmıy/ noun technology 
that allows material to be downloaded 
from the Web and viewed at the same 
time. For example, a user can download 
enough of a multimedia file to start view- 
ing or listening to it, while the rest of the 
file is downloaded in the background. 


streamline /'stri:xmlarn/ verb to make 
something more efficient or more simple 
O to streamline the accounting system O 
to streamline distribution services 


streamlined /‘stri:mlaind/ adjective 
efficient or rapid O We need a more 
streamlined payroll system. O The com- 
pany introduced a streamlined system of 
distribution. 


streamlining /'stri:mlamin/ noun the 
process of making something efficient 


street directory /'stri:t dar,rekt(a)ri/ 
noun a list of people living in a street; a 
map of a town which lists all the streets in 
alphabetical order in an index 
street plan /'stri:t plan/ noun a map 
of a town showing streets and buildings 
street vendor /'stri:t ,venda/ noun a 
person who sells food or small items in 
the street 
strength /stren@/ noun the fact of be- 
ing strong, or being at a high level O The 
company took advantage of the strength 
of the demand for mobile phones. O The 
strength of the pound increases the possi- 
bility of high interest rates. Opposite 
weakness 
stress /stres/ noun nervous tension or 
worry, caused by overwork, difficulty 
with managers, etc. O People in positions 
of responsibility suffer from stress-related 
illnesses. O The new work schedules 
caused too much stress on the shop floor. 
‘...manual and clerical workers are more 
likely to suffer from stress-related diseas- 
es. Causes of stress include the introduc- 
tion of new technology, job dissatisfac- 
tion, fear of job loss, poor working rela- 
tions with the boss and colleagues, and bad 
working conditions’ [Personnel Manage- 
ment] 
stressful /'stresf(a)l/ adjective which 
causes stress O Psychologists claim that 
repetitive work can be just as stressful as 
more demanding but varied work. 
stress management /'stres 
meenid3mont/ noun a way of coping 
with stress-related problems at work 
stretch /stret{/ verb to pull out or to 
make longer O The investment pro- 
gramme has stretched the company’s re- 
sources. O he is not fully stretched his 
job does not make him work as hard as he 
could 
strict /strikt/ adjective exact O The 
partners are listed in strict order of sen- 
iority. 
strike /stratk/ noun 1. the stopping of 
work by the workers (because of lack of 
agreement with management or because 
of orders from a union) 2. o to take strike 
action to go on strike 3. o to come out on 
strike, to go on strike to stop work O The 
office workers are on strike for higher 
pay. to call the workforce out on 
strike to tell the workers to stop work O 
The union called its members out on 
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strike. ™@ verb 1. to stop working because 
there is no agreement with management O 
to strike for higher wages or for shorter 
working hours © to strike in protest 
against bad working conditions (NOTE: 
striking — struck) o to strike in sympa- 
thy with the postal workers to strike to 
show that you agree with the postal work- 
ers who are on strike 2. o to strike a bar- 
gain with someone to come to an agree- 
ment o a deal was struck at £25 a unit 
we agreed the price of £25 a unit 


strike ballot /‘strark ,belot/, strike 
vote /'straik vaut/ noun a vote by em- 
ployees to decide if a strike should be held 


strikebound /'stratkbaund/ adjective 
not able to work or to move because of a 


strike O Six ships are strikebound in the 
docks. 


strikebreaker /‘stratkbretko/ noun an 
employee who goes on working while 
everyone else is on strike 


strike call /'stratk ko:l/ noun a de- 
mand by a union for a strike 


strike fund /'stratk fand/ noun money 
collected by a trade union from its mem- 
bers, used to pay strike pay 

strike pay /'stratk pe1/ noun wages 
paid to striking employees by their trade 
union 

strike price /‘strarkry prats/, striking 
price noun 1. a price at which a new issue 
of shares is offered for sale 2. the lowest 
selling price when selling a new issue of 
shares by tender (applicants who tendered 
at a higher price will get shares; those 
who tendered at a lower price will not) 


striker /'stratka/ noun an employee 
who is on strike O Strikers marched to the 
company headquarters. 


strong /strop/ adjective with a lot of 
force or strength O This Christmas saw a 
strong demand for mobile phones. O The 
company needs a strong chairman. 
“...everybody blames the strong dollar for 
US trade problems’ [Duns Business 
Month| 
“...in a world of floating exchange rates 
the dollar is strong because of capital in- 
flows rather than weak because of the na- 
tion’s trade deficit? [Duns Business 
Month] 


strongbox /'stropboks/ noun a heavy 
metal box which cannot be opened easily, 






































in which valuable documents and money 
can be kept 

strong currency / stron 'karənsi/ 
noun a currency which has a high value 
against other currencies 


strong pound /,stron 'paund/ noun a 
pound which is high against other curren- 
cies 

strongroom /'stropru:m/ noun a spe- 
cial room in a bank where valuable docu- 
ments, money and gold can be kept 


structural /'straktf(9)ral/ adjective 
referring to a structure O to make struc- 
tural changes in a company 

structural unemployment 
/straktf(a)rol_ ,anım'plormənt/ noun 
unemployment caused by the changing 
structure of an industry or the economy 


structure /'straktfo/ noun the way in 
which something is organised O the price 
structure in the small car market O the ca- 
reer structure within a corporation O The 
paper gives a diagram of the company’s 
organisational structure. O The company 
is reorganising its discount structure. W 
verb to arrange in a specific way O to 
structure a meeting 

structured systems analysis and 
design method /,straktfod ,ststams 
ə næləsıs on di,zain 'meQad/ noun a 
method of analysing and designing com- 
puter systems, which proceeds in a series 
of logical steps, beginning with a feasibil- 
ity study and moving through require- 
ments analysis, requirements specifica- 
tion, and logical system specification to 
physical design. Each stage must be com- 
pleted before the next stage can begin. 
Abbreviation SSADM 


stub /stab/ nouna slip of paper left after 
writing a cheque, an invoice or a receipt, 
as a record of the deal which has taken 
place 

studio /'st ju:diau/ noun a place where 
designers, film producers, artists, etc., 
work 


study /'stadi/ noun an act of examining 
something carefully O The company has 
asked the consultants to prepare a study 
of new production techniques. O He has 
read the government study on sales op- 
portunities. o to carry out a feasibility 
study on a project to examine the costs 
and possible profits to see if the project 
should be started WŒ verb to examine 
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something carefully O We are studying 
the possibility of setting up an office in 
New York. O The government studied the 
committee’s proposals for two months. O 
You will need to study the market careful- 
ly before deciding on the design of the 
product. 

stuff /st af/ verb to put papers into enve- 
lopes O We pay casual workers by the 
hour for stuffing envelopes or for enve- 
lope stuffing. 

style /starl/ noun a way of doing or 
making something O a new style of prod- 
uct O old-style management techniques 
sub /sab/ noun 1. wages paid in advance 
2. same as subscription 

sub- /sab/ prefix under or less important 
sub-agency /'sab ,e1d3ansi/ noun a 
small agency which is part of a large 
agency 

sub-agent /'sab ,e1d3ant/ noun a per- 
son who is in charge of a sub-agency 
subcommittee /‘sabkamiti/ noun a 
small committee which is part of or set up 
by a main committee O The next item on 
the agenda is the report of the finance 
subcommittee. 

subcontract noun /'sab,kontrekt/ a 
contract between the main contractor for 
a whole project and another firm who will 
do part of the work O They have been 
awarded the subcontract for all the elec- 
trical work in the new building. O We will 
put the electrical work out to subcontract. 
m verb /,sabkon'trekt/ (of a main 
contractor) to agree with a company that 
they will do part of the work for a project 
O The electrical work has been subcon- 
tracted to Smith Ltd. 

subcontractor /'sabkon,trekta/ 
noun a company which has a contract to 
do work for a main contractor 
subdivision /'sabdiv13(9)n/ noun US 
a piece of empty land to be used for build- 
ing new houses 

subjective /sob'dzektiv/ adjective 
considered from the point of view of the 
person involved, and not from any general 
point of view O Her assessments of the 
performance of her staff are quite subjec- 
tive. Opposite objective 

subject line /‘sabd3rkt lam/ noun the 
space at the top of an email template in 
which the sender types the title or subject 
of the email. It is the only part of the 


email, apart from the sender’s name, that 
can be read immediately by the receiver. 


subject to /'sabdzıkt tu:/ adjective 1. 
depending on o the contract is subject to 
government approval the contract will 
be valid only if it is approved by the gov- 
ernment o offer subject to availability 
the offer is valid only if the goods are 
available 2. o these articles are subject 
to import tax import tax has to be paid on 
these articles 


sub judice /,sab 'd3u:disi/ adverb be- 
ing considered by a court (and so not to be 
mentioned in the media) O The papers 
cannot report the case because it is still 
sub judice. 


sublease noun /'sablits/a lease from a 
tenant to another tenant O They signed a 
sublease for the property. @ verb /sab 
'lits/ to lease a leased property from an- 
other tenant O They subleased a small of- 






































fice in the centre of town. 


sublessee /sable'si:/ noun a person or 
company that takes a property on a sub- 
lease 

sublessor /,sable'so:/ noun a tenant 
who leases a leased property to another 
tenant 


sublet /sab'let/ verb to let a leased 
property to another tenant O We have sub- 
let part of our office to a financial consul- 
tancy. (NOTE: subletting — sublet) 


subliminal advertising /sab 
limin(a)l 'ædvətarzıy/ noun advertis- 
ing that attempts to leave impressions on 
the subconscious mind of the person who 
sees it or hears it without that person real- 
ising that this is being done 

submit /sab'mit/ verb to put something 
forward to be examined O The planners 
submitted the proposal to the committee. 
O He submitted a claim to the insurers. O 
The reps are asked to submit their expens- 
es claims once a month. O The union has 
submitted a claim for a ten per cent wage 
increase. (NOTE: submitting — submit- 
ted) 


subordinate /sa'bo:dinat/ less impor- 
tant o subordinate to governed by, which 
depends on ™ noun a person in a lower 
position in an organisation O Her subor- 
dinates find her difficult to work with. O 
Part of the manager’s job is to supervise 
the training of their subordinates. 














401 


subtenancy 





subpoena /sa'pi:na/ noun a court or- 
der telling someone to appear as a witness 
(NOTE: an old term, now called a wit- 
ness summons) E verb to order some- 
one to appear in court O The finance di- 
rector was subpoenaed by the prosecu- 
tion. 

sub-post office /sab 'poust ,pfis/ 
noun a small post office, usually part of a 
general store 

subscribe /sab'skratb/ verb 1. o to 
subscribe to a magazine or website to 
pay for a series of issues of a magazine or 
for information available on a website 2. 
to subscribe for shares, to subscribe 
to a share issue to apply for shares in a 
new company 

subscriber /sab'skratba/ noun 1. 
subscriber to a magazine, magazine 
subscriber a person who has paid in ad- 
vance for a series of issues of a magazine 
or to have access to information on a web- 
site O The extra issue is sent free to sub- 
scribers. 2. o subscriber to a share issue 
a person who has applied for shares in a 
new company 3. a user who chooses to re- 
ceive information, content, or services 
regularly from a website 

subscription /sob'skripfan/ noun 1. 
money paid in advance for a series of is- 
sues of a magazine, for membership of a 
society or for access to information on a 
website O Did you remember to pay the 
subscription to the computer magazine ? 
O She forgot to renew her club subscrip- 
tion. o to take out a subscription to a 
magazine to start paying for a series of is- 
sues of a magazine o to cancel a sub- 
scription to a magazine to stop paying 
for a series of issues of a magazine 2. 
subscription to a new share issue appli- 
cation to buy shares in a new company 
subscription-based publishing 
/sab,skripfon berst 'pablifi/ noun a 
form of publishing in which content from 
a website, magazine, book or other publi- 
cation, is delivered regularly by email or 
other means to a group of subscribers 
subscription list /sob'skripfon list/ 
noun a list of subscribers to a new share 
issue 

subscription process sab 
'skripfon ,prauses/ noun the process by 
which users register and pay to receive in- 
formation, content or services from a 
website 






















































































subscription rate /sob'skripfon 
reit/ noun the amount of money to be 
paid for a series of issues of a magazine 
subsidiary /sab'sidiori/ adjective less 
important O They agreed to most of the 
conditions in the contract but queried one 
or two subsidiary items. ™ noun same as 
subsidiary company © Most of the 
group profit was contributed by the sub- 
sidiaries in the Far East. 

subsidiary company /səb,sıdiəri 
'kamp(a)ni/ noun a company which is 
more than 50% owned by a holding com- 
pany, and where the holding company 
controls the board of directors 
subsidise /'sabsidatz/, subsidize 
verb to help by giving money O The gov- 
ernment has refused to subsidise the car 
industry. 

subsidised accommodation 
/,sabsidaizd ə, kpmo'derf(ə)n/ noun 
cheap accommodation which is partly 
paid for by an employer or a local author- 
ity 

subsidy /'sabsidi/ noun 1. money giv- 
en to help something which is not profita- 
ble O The industry exists on government 
subsidies. O The government has in- 
creased its subsidy to the car industry. 2. 
money given by a government to make 
something cheaper O the subsidy on rail 
transport (NOTE: The plural is subsi- 
dies.) 

subsistence /sab'sistons/ noun a 
minimum amount of food, money, hous- 
ing, etc., which a person needs o to live at 
subsistence level to have only just 
enough money to live on 

subsistence allowance /səb 
'sıstəns o,lavons/ noun money paid by a 
company to cover the cost of hotels, 
meals, etc., for an employee who is trav- 
elling on business 

substantial /səb'stænfəl/ adjective 
large or important o she was awarded 
substantial damages she received a large 
sum of money as damages 

substitute /'sabstitju:t/ noun a per- 
son or thing that takes the place of some- 
one or something else m adjective taking 
the place of another person or thing m 
verb to take the place of someone or 
something else 

subtenancy /sab'tenonsi/ noun an 
agreement to sublet a property 


























subtenant 


402 





subtenant /sab'tenont/ noun a person 
or company to which a property has been 
sublet 

subtotal /'sab,təut(ə)l/ noun the total 
of one section of a complete set of figures 
O She added all the subtotals to make a 
grand total. 


subtract /sob'trekt/ verb to take away 
something from a total O The credit note 
should be subtracted from the figure for 
total sales. O If the profits from the Far 
Eastern operations are subtracted, you 
will see that the group has not been prof- 
itable in the European market. 
subtraction /sob'trekfan/ noun an 
act of taking one number away from an- 
other 

subvention /sab'ven/(a)n/ noun same 
as subsidy 

succeed /sok'si:d/ verb 1. to do well, 
to be profitable O The company has suc- 
ceeded best in the overseas markets. O 
Her business has succeeded more than 
she had expected. 2. to do what was 
planned O She succeeded in passing her 
computing test. O They succeeded in 
putting their rivals out of business. 3. to 
take over from someone in a post O Mr 
Smith was succeeded as chairman by Mrs 
Jones. 

success /sok'ses/ noun 1. an act of do- 
ing something well O The launch of the 
new model was a great success. O The 
company has had great success in the 
Japanese market. 2. an act of doing what 
was intended O We had no success in try- 
ing to sell the lease. O She has been look- 
ing for a job for six months, but with no 
SUCCESS. 

successful /sok'sesf(a)l/ adjective 
having got the desired result O a success- 
ful businessman O a successful selling 
trip to Germany O The successful candi- 
dates will be advised by letter. 
successfully /sok'sesf(a)li/ adverb 
well or getting the desired result O She 
successfully negotiated a new contract 
with the unions. O The new model was 
successfully launched last month. 
successor /sok'sesa/ noun a person 
who takes over from someone O Mr 
Smith’s successor as chairman will be 
Mrs Jones. 

sue /sju:/ verb to take someone to court, 
to start legal proceedings against some- 


one to get money as compensation O They 
are planning to sue the construction com- 
pany for damages. O He is suing the com- 
pany for $50,000 compensation. 

suffer /'safa/ verb to be in a bad situa- 
tion, to do badly O Exports have suffered 
during the last six months. o to suffer 
from something to do badly because of 
something O The company’s products suf- 














fer from bad design. O The group suffers 
from bad management. 


“,..the bank suffered losses to the extent 
that its capital has been wiped out’ 
[South China Morning Post] 

“...the holding company has seen its earn- 
ings suffer from big writedowns in con- 
junction with its agricultural loan portfo- 
lio’ [Duns Business Month] 


sufficient /so'fif(a)nt/ adjective 
enough O The company has sufficient 


funds to pay for its expansion programme. 


suggest /sa'd3est/ verb to put forward 
a proposal O The chairman suggested 
(that) the next meeting should be held in 
October. O We suggested Mr Smith for the 
post of treasurer. 


suggestion /so'dzestfan/ noun an 
idea which is put forward 


suggestion box /sa'd3est fan boks/, 
suggestions box /so'd3est fanz boks/ 
noun a place in a company where em- 
ployees can put forward their ideas for 
making the company more efficient and 
profitable 


suitable /'su:təb(ə)l/ adjective conven- 
ient or which fits O Wednesday is the most 
suitable day for board meetings. O We 
had to readvertise the job because there 
were no suitable candidates. 


sum! /sam/ noun 1. a quantity of money 
OA sum of money was stolen from the hu- 
man resources office. O He lost large 
sums on the Stock Exchange. O She re- 
ceived the sum of £5000 in compensation. 
the sum insured the largest amount 
which an insurer will pay under the terms 
of an insurance 2. the total of a series of 
figures added together O The sum of the 
various subtotals is £18,752. 

sum? /sam/ noun a unit of currency used 
in Uzbekistan 

summary /'samori/ noun a short ac- 
count of what has happened or of what 
has been written O The MD gave a sum- 
mary of her discussions with the German 
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trade delegation. O The sales department 
has given a summary of sales in Europe 
for the first six months. 


summons /'samonz/ noun an official 
order from a court requiring someone to 
appear in court to be tried for a criminal 
offence or to defend a civil action O He 
threw away the summons and went on 
holiday to Spain. 

sums chargeable to the reserve 
/samz ,tfardzab(9)l ta da r1'z3:v/ plural 
noun sums which can be debited to a 
company’s reserves 

Sunday closing /,sande1 'klouzin/ 
noun the practice of not opening a shop 
on Sundays 


Sunday trading laws /,sander 
'trerdıy lo:z/ plural noun regulations 
which govern business activities on Sun- 
days (NOTE: The US term is Blue Laws.) 


sundries /'sandriz/ plural noun vari- 
ous small additional items, often of little 
value, that are not included under any of 
the main headings in accounts 


sundry /'sandri/ adjective various 


sundry items /,sandri 'attomz/ noun 
small items which are not listed in detail 


sunrise industries /'sanrarz 
Indastriz/ plural noun companies in the 
fields of electronics and other high-tech 
areas 


sunset industries /'sanset 
Indastriz/ plural noun old-style indus- 
tries which are being replaced by new 
technology 


superannuation /,suiporenju 
‘e1J(a)n/ noun a pension paid to someone 
who is too old or ill to work any more 


superannuation plan /,su:porenju 
‘erf(o)n  plæm/, superannuation 
scheme /,su:poreenju'erf(9)n ski:m/ 
noun a pension plan or scheme 
superindustrial society 
/,su:porindastrial sa'satati/ noun a so- 
ciety in which both the personal and 
working lives of people are dominated by 
technology 

superintend /,su:porin'tend/ verb to 
be in charge of work, to watch carefully, 
to see that work is well done O He super- 
intends the company’s overseas sales. 
superintendent /,su:porm'tendont/ 
noun the title of an official in charge 


superior /su'prəriə/ adjective better, of 
better quality O Our product is superior 
to all competing products. O Their sales 
are higher because of their superior dis- 
tribution service. WE noun a more impor- 
tant person O Each manager is responsi- 
ble to their superior for accurate report- 
ing of sales. 


supermarket /'su:poma:kit/ noun a 
large store, usually selling food and 
household goods, where customers serve 
themselves and pay at a checkout O Sales 
in supermarkets or Supermarket sales ac- 
count for half the company’s turnover. 


supermarket trolley /'su:pəma:kıt 
,troli/ noun a metal basket on wheels, 
used by shoppers to put their purchases in 
as they go round a supermarket (NOTE: 
The US term is shopping cart.) 


superstore /'su:pasto:/ noun a very 
large self-service store (more than 2,500 
square metres) which sells a wide range 
of goods O We bought the laptop at a 
computer superstore. 


supertanker /'su:potenks/ noun a 
very large oil tanker 


supervise /'su:povatiz/ verb to moni- 
tor work carefully to see that it is being 
done well O The move to the new offices 
was supervised by the administrative 
manager. O She supervises six people in 
the accounts department. 


supervision /,su:po'v13(9)n/ noun the 
fact of being supervised O New staff work 
under supervision for the first three 
months. O She is very experienced and 
can be left to work without any supervi- 
sion. O The cash was counted under the 
supervision of the finance manager. 


supervisor /'su:povaizo/ noun a per- 
son who supervises O The supervisor was 
asked to write a report on the workers’ 
performance. 


supervisory /'su:povaizori/ adjective 
as a supervisor O Supervisory staff 
checked the trainees’ work. O He works in 
a supervisory capacity. O The supervisory 
staff have asked for a pay rise. 


supplement noun something which is 
added O The company gives him a supple- 
ment to his pension. ™ verb to add O We 
will supplement the warehouse staff with 
six part-timers during the Christmas 
rush. 


supplementary 
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supplementary = /,sapli'ment(a)ri/ 
adjective in addition to 
supplementary benefit /,sapli 
ment(a)ri 'benrfit/ noun formerly, pay- 
ments from the government to people 
with very low incomes. It was replaced by 
Income Support. 

supplementary unemployment 
benefits /,sapliment(s)ri_ „anım 
‘plormont ,benrfits/ noun US payments 
made by a company to workers who have 
been laid off, in addition to regular unem- 
ployment insurance payments 

supplier /sə'plarə/ noun a person or 
company that supplies or sells goods or 
services O We use the same office equip- 
ment supplier for all our stationery pur- 
chases. O They are major suppliers of 
spare parts to the car industry. Also 
called producer 

supply /sa'plat/ noun 1. the act of pro- 
viding something which is needed 2. o in 
short supply not available in large 
enough quantities to meet the demand O 
Spare parts are in short supply because of 
the strike. 3. stock of something which is 
needed O Garages were running short of 
supplies of petrol. O Supplies of coal to 
the factory have been hit by the rail strike. 
O Supplies of stationery have been re- 
duced. ™@ verb to provide something 
which is needed O to supply a factory 
with spare parts O The finance depart- 
ment supplied the committee with the fig- 
ures. O Details of staff addresses and 
phone numbers can be supplied by the HR 
department. 

supply and demand /sa,plai ən dı 
‘maind/ noun the amount of a product 
which is available and the amount which 
is wanted by customers 

supply chain /so'plai tfern/ noun the 
manufacturers, wholesalers, distributors 
and retailers, who produce goods and 
services from raw materials and deliver 
them to consumers, considered as a group 
or network 

supply chain management /so'plar 
tfern ,mænıdzmənt/ noun the work of 
co-ordinating all the activities connected 
with supplying of finished goods (NOTE: 
Supply chain management covers the 
processes of materials management, lo- 
gistics, physical distribution manage- 
ment, purchasing, and information man- 
agement.) 














supply price /sə'plar prats/ noun the 
price at which something is provided 
supply-side economics /sə'plar 
said i:kə,nomıks/ plural noun an eco- 
nomic theory that governments should 
encourage producers and suppliers of 
goods by cutting taxes, rather than en- 
courage demand by making more money 
available in the economy (NOTE: takes a 
singular verb) 
support /sa'po:t/ noun 1. actions or 
money intended to help someone or 
something O The government has provid- 
ed support to the car industry. O We have 
no financial support from the banks. 2 
agreement or encouragement O The 
chairman has the support of the commit- 
tee. @ verb 1. to give money to help some- 
one or something O The government is 
supporting the car industry to the tune of 
$2m per annum. O We hope the banks will 
support us during the expansion period. 
2. to encourage someone, or to agree with 
someone O She hopes the other members 
of the committee will support her. O The 
market will not support another price in- 
crease. 
support price /sa'po:t prars/ noun a 
price in the EU at which a government 
will buy agricultural produce to stop the 
price falling 
surcharge /'ss:tfa:d3/ noun an extra 
charge 
surety /'fuərəti/ noun 1. a person who 
guarantees that someone will do some- 
thing O to stand surety for someone 2. 
deeds, share certificates, etc., deposited as 
security for a loan 
surface transport /'saxfis 
,treenspo:t/ noun transport on land or sea 
surplus /'ss:plas/ noun 1. more of 
something than is needed o these items 
are surplus to our requirements we do 
not need these items 2. an amount of 
money remaining after all liabilities have 
been met o to absorb a surplus to take a 
surplus into a larger amount ™@ adjective 
more than is needed O Profit figures are 
lower than planned because of surplus la- 
bour. O Some of the machines may have to 
be sold off as there is surplus production 
capacity. O We are proposing to put our 
surplus staff on short time. 

‘Both imports and exports reached record 

levels in the latest year. This generated a 

$371 million trade surplus in June, the sev- 
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enth consecutive monthly surplus and 

close to market expectations’ 

[Dominion (Wellington, New Zealand)]| 
surrender /so'rendo/ noun the act of 
giving up of an insurance policy before 
the contracted date for maturity m verb 
to surrender a policy to give up an insur- 
ance policy before the date on which it 
matures 
surrender value /sa'renda ,velju:/ 
noun the money which an insurer will pay 
if an insurance policy is given up 
surtax /'ss:taks/ noun an extra tax on 
high income 
survey noun /'ss:vei/ 1. a general re- 
port on a problem O The government has 
published a survey of population trends. 
O We have asked the sales department to 
produce a survey of competing products. 
2. a careful examination of something, 
such as a building, to see if it is in good 
enough condition O We have asked for a 
survey of the house before buying it. O 
The insurance company is carrying out a 
survey of the damage. 3. the process of 
examining and measuring something ex- 
actly m verb /sa've1/ 1. to make a survey 
of a building O A buildings surveyor was 
called in to survey the damage caused by 
the fire. 2. to measure land in order to pro- 
duce a plan or map O They’re surveying 
the area where the new motorway will be 
built. 
surveyor /sə'verə/ noun a person who 
examines buildings to see if they are in 
good condition; person who surveys land 
O the surveyor’s report was favourable 
suspend /so'spend/ verb 1. to stop do- 
ing something for a time O We have sus- 
pended payments while we are waiting for 
news from our agent. O Sailings have 
been suspended until the weather gets 
better. O Work on the construction project 
has been suspended. O The management 
decided to suspend negotiations. 2. to 
stop someone working for a time O He 
was suspended on full pay while the po- 
lice investigations were going on. 
suspense account /so'spens ə 
,kaunt/ noun an account into which pay- 
ments are put temporarily when the ac- 
countant cannot be sure where they 
should be entered 
suspension /sə'spenfən/ noun 1. an 
act of stopping something for a time O 
There has been a temporary suspension of 














payments. O We are trying to avoid a sus- 
pension of deliveries during the strike. 2. 
the act of stopping someone working for 
a time 

suspension file /sa'spenJ(a)n farl/ 
noun a stiff card file, with metal edges, 
which can be hooked inside the drawer of 
a filing cabinet so that it hangs loose 


suspension file trolley /sə 
spenf(a)n fail 'troli/ noun a trolley 
which carries rows of suspension files, 
and can easily be moved from place to 
place in an office 

sustainable advantage /so 
sternab(a)l ad'varntid3/ noun a com- 
petitive advantage that can be preserved 
over a long period of time, as opposed to 
one that results from a short-term tactical 
promotion 


sustainable development /sə 
'sternəb(ə)l di'velapmont/ noun devel- 
opment that will be able to continue for a 
long time into the future because it is 
based on renewable resources and re- 
spects the environment rather consuming 
resources recklessly to meet the needs of 
the present 


swap /swop/ noun an exchange of one 
thing for another m verb to exchange one 
thing for another O He swapped his old 
car for a new motorcycle. they 
swapped jobs each of them took the oth- 
er’s job 

swatch /swotJ/ noun a small sample of 
a fabric O The interior designer showed 
us swatches of the curtain fabric. 


sweated labour /,swetid 'letba/ noun 
1. people who work hard for very little 
money O Ofcourse the firm makes a prof- 
it — it employs sweated labour. O Most of 
the immigrant farmworkers are sweated 
labour. 2. hard work which is very badly 
paid 

sweatshop /'swetfpp/ noun a factory 
using sweated labour 


sweetener /'swi:t(9)n9/ noun an in- 
centive offered to help persuade some- 
body to take a particular course of action, 
a bribe (informa!) 


sweetheart agreement /'swi:tha:t 
9,grizmont/ noun (in Australia and New 
Zealand) an agreement reached between 
employees and their employer without the 
need for arbitration 
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swipe /swaip/ verb to pass a credit card 
or charge card through a reader O He 
swiped the card but it didn’t register. 


Swiss franc /,swis 'frenk/ noun a 
unit of currency used in Switzerland and 
Liechtenstein (normally considered a 
very stable currency) 


switch /switJ/ verb to change from one 
thing to another O to switch funds from 
one investment to another O The job was 
switched from our British factory to the 
States. 
switch over to phrasal verb to change 
to something quite different O We have 
switched over to a French supplier. O 
The factory has switched over to gas for 
heating. 
switchboard /'switJfbo:d/ noun cen- 
tral point in a telephone system, where all 
lines meet 


switchboard operator /'switfbo:d 
,bporeita/ noun a person who works the 
central telephone system 


swop /swop/ verb same as swap 


SWOT analysis /'swot ə næləsıs/ 
noun a method of assessing a person, 
company or product by considering their 
Strengths, Weaknesses and external fac- 
tors which may provide Opportunities or 
Threats to their development. Full form 
Strengths, Weaknesses, Opportuni- 
ties, Threats 


symbol /'stmbol/ noun a sign, picture 
or object which represents something O 
They use a bear as their advertising sym- 
bol. 

sympathy strike /'stmpo0i strark/ 
noun a strike to show that workers agree 
with another group of workers who are al- 
ready on strike 


syndicate noun /'sindikot/ a group of 
people or companies working together to 
make money O a German finance syndi- 
cate @ verb /'stndikett/ 1. to produce an 
article, a cartoon, etc., which is then pub- 
lished in several newspapers or maga- 
zines 2. to arrange for a large loan to be 
underwritten by several international 
banks 
“...over the past few weeks, companies 
raising new loans from international banks 
have been forced to pay more, and an unu- 
sually high number of attempts to syndi- 
cate loans among banks has failed’ 
[Financial Times] 


filing data on personnel? 


syndicated /'sındıkertıd/ adjective 
(article which is) published in several 
newspapers or magazines O He writes a 
syndicated column on personal finance. 
synergy /'stnod3i/ noun the process of 
producing greater effects by joining forc- 
es than by acting separately O There is 
considerable synergy between the two 
companies. 


synthetic /sın'Oetık/ adjective artifi- 
cial, made by man 


synthetic fibres /sın,ðetık 'farbəz/ 
noun materials made as products of a 
chemical process 


synthetic materials /sın,ðetık mo 
'tiorialz/ plural noun substances made as 
products of a chemical process 


system /'ststom/ noun an arrangement 
or organisation of things which work to- 
gether O Our accounting system has 
worked well in spite of the large increase 
in orders. O What system is being used for 
to operate a 
quota system to regulate supplies by fix- 
ing quantities which are allowed O We ar- 
range our distribution using a quota sys- 
tem — each agent is allowed only a specif- 
ic number of units. 

systematic /,sisto'metik/ adjective 
in order, using method O He ordered a 
systematic report on the distribution serv- 
ice. 

systems analysis /'sıstəmz ə 
snelosis/ noun the process of using a 
computer to suggest how a company can 
work more efficiently by analysing the 
way in which it works at present 
systems analyst /'ststomz ,znolist/ 
noun a person who specialises in systems 
analysis 

systems approach /,sistams ə 
'prəut f/ noun an approach to decision- 
making and problem-solving within or- 
ganisations that is based on the idea that 
when the various components of a system 
work together they produce an effect 
greater than the sum of the effects made 
by each individual part 

systems audit /,ststoms ‘o:dit/ noun 
an audit that uses the systems method to 
assess the internal control system of an 
organisation, e.g. to assess the quality of 
the accounting system and the level of 
testing required from the financial state- 
ments 
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systems design /,sistoms d1'zatn/ 
noun the process of designing a computer 
system or program to carry out a particu- 
lar function or achieve a particular objec- 
tive 

systems engineering /,sistoms 
end3i'niorin/ noun the process of plan- 


ning, designing, creating, testing and op- 
erating complex systems 

systems method /,sistams 'me@ad/ 
noun a method of exploring the nature of 
complex business situations, which in- 
volves creating a mathematical or compu- 
ter model in which all the activities to be 
studied are represented 


T 


TA abbr transactional analysis 


tab /tzb/ noun same as tabulator 
(informal) 

table /'terb(ə)l/ noun 1. a diagram or 
chart 2. a list of figures or facts set out in 
columns m verb 1. to put items of infor- 
mation on the table before a meeting O 
The report of the finance committee was 
tabled. o to table a motion to put forward 
a proposal for discussion at a meeting 2. 
to table a proposal US to remove a 
proposal from discussion O The motion to 
hold a new election was tabled. 

table of contents /,terb(a)l ov 
‘kpntents/ noun a list of contents in a 
book 

tabular /'tebjula/ adjective 
lar form arranged in a table 
tabulate /'tzebjuleit/ verb to set some- 
thing out in a table 

tabulation /,tzbju'lerf(9)n/ noun the 
arrangement of figures in a table 
tabulator /'tæbjulertə/ noun a feature 
on a computer which sets words or figures 
automatically in columns 

tachograph /'tzkogra:f/ noun a de- 
vice attached to the engine of a lorry, 
which records details of the distance trav- 
elled and the time of journeys 

tacit /‘tesit/ adjective agreed but not 
stated O The committee gave the propos- 
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als their tacit approval. O I think we have 
their tacit agreement to the proposal. 


tactic /'tæktık/ noun a way of doing 
things so as to be at an advantage O Se- 
curing a key position at an exhibition is 
an old tactic which always produces good 
results O Concentrating our sales force in 
that area could be a good tactic. O The di- 
rectors planned their tactics before going 
into the meeting. 


tael /tail/ noun a measurement of the 
weight of gold, used in the Far East (= 
1.2002z/38g) 


tailor /'terlə/ verb to design something 
for a specific purpose O We mail out press 
releases tailored to the reader interests of 
each particular newspaper or periodical. 


take /terk/ noun 1. the money received 
in a shop O Our weekly take is over 
£5,000. 2. a profit from any sale ™ verb 1. 
to receive or to get o the shop takes 
£2,000 a week the shop receives £2,000 a 
week in cash sales o she takes home 
£250 a week her salary, after deductions 
for tax etc. is £250 a week 2. to perform 
an action o to take action to do some- 
thing O You must take immediate action if 
you want to stop thefts. o to take a call to 
answer the telephone o to take the chair 
to be chairman of a meeting O Jn the ab- 
sence of the chairman his deputy took the 
chair. o to take dictation to write down 
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what someone is saying O The secretary 
was taking dictation from the managing 
director. o to take stock to count the 
items in a warehouse o to take stock of a 
situation to examine the state of things 
before deciding what to do 3. to need a 
time or a quantity O It took the factory six 
weeks or The factory took six weeks to 
clear the backlog of orders. O It will take 
her all morning to do my letters. O It took 
six men and a crane to get the computer 
into the building. (NOTE: taking — took — 
has taken) 
take away phrasal verb 1. to remove 
one figure from a total O If you take 
away the home sales, the total turnover 
is down. 2. to remove O We had to take 
the work away from the supplier be- 
cause the quality was so bad. O The po- 
lice took away piles of documents from 
the office. a sales of food to take away 
cooked food sold by a shop to be eaten 
at some other place 
take back phrasal verb 1. to return 
with something O When the watch went 
wrong, he took it back to the shop. O If 
you do not like the colour, you can take 
it back to change it. 2. o to take back 
employees to re-employ former em- 
ployees 
take into phrasal verb to take inside O 
to take items into stock or into the ware- 
house 
take off phrasal verb 1. to remove or to 
deduct something O He took £25 off the 
price. 2. to start to rise fast O Sales took 
off after the TV commercials. 3. o she 
took the day off she decided not to 
work for the day 
take on phrasal verb 1. to agree to em- 
ploy someone O to take on more staff 2. 
to agree to do something O She took on 
the job of preparing the VAT returns. O 
He has taken on a lot of extra work. 
take out phrasal verb 1. to remove 
something O She’s taken all the money 
out of her account. 2. 0 to take out a 
patent for an invention to apply for 
and receive a patent o to take out in- 
surance against theft to pay a premium 
to an insurance company, so that if a 
theft takes place the company will pay 
compensation 
“...capital gains are not taxed, but money 
taken out in profits and dividends is taxed’ 
[Toronto Star] 
take over phrasal verb 1. to start to do 






















































































something in place of someone else O 
Miss Black took over from Mr Jones on 
May Ist. 2. o to take over a company 
to buy a business by offering to buy 
most of its shares O The company was 
taken over by a large multinational. 
take up phrasal verb n to take up an 
option to accept an option which has 
been offered and put into action o to 
take up a rights issue to agree to buy 
rights in shares which have been offered 
O Half the rights issue was not taken up 
by the shareholders. 


takeaway /'terkowe1/ noun 1. a shop 
which sells food to be eaten at some other 
place O There is no VAT on takeaway 
meals. O There’s a Chinese takeaway on 
the corner of the street. 2. the food sold by 
a takeaway 

take-home pay /'terk həum per 
noun same as disposable personal in- 
come O After all the deductions, her 
take-home pay is only £300 a week. 


take-out /'terk aut/ noun the act of re- 
moving capital which you had originally 
invested in a new company by selling 
your shares 


takeover /'terkauvo/ noun 1. an act of 
buying a controlling interest in a business 
by buying more than 50% of its shares. 
Compare acquisition 2. the act of start- 
ing to do something in place of someone 
else 3. the period when one person is tak- 
ing over work from another 
“...many takeovers result in the new man- 
agers/owners rationalizing the capital of 
the company through better asset manage- 
ment’ [Duns Business Month] 
takeover bid /'terkauva bid/ noun an 
offer to buy all or a majority of the shares 
in a company so as to control it O They 
made a takeover bid for the company. O 
She had to withdraw her takeover bid 
when she failed to find any backers. O 
Share prices rose sharply on the disclo- 
sure of the takeover bid. a to make a 
takeover bid for a company to offer to 
buy most of the shares in a company o to 
withdraw a takeover bid to say that you 
no longer offer to buy the shares in a com- 
pany 
Takeover Code /tetk,suva kəud/ 
noun a code of practice which regulates 
how takeovers should take place. It is en- 
forced by the Takeover Panel. 
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Takeover Panel /,terk,auva 'pzn(a)l/ 
noun a non-statutory body which exam- 
ines takeovers and applies the Takeover 
Code. Also called City Panel on Takeo- 
vers and Mergers 


takeover target /‘terkouva ,ta:git/ 
noun a company which is the object of a 
takeover bid 


takeover timetable /'terkəuvə 

jtarmterb(a)l/ noun a timetable of the 

various events during a takeover bid 
COMMENT: The timetable for a takeover 
bid is regulated by the London Stock Ex- 
change: the formal documents are sent 
out by the bidding company some days 
after it has announced that it is making 
the bid. From the date of sending out the 
formal documents, the Stock Exchange 
allows the company 60 days in which to 
try and persuade as many shareholders 
as possible to accept the offer. If less 
than 50% accept, then the bidder can ex- 
tend the offer, or increase of the offer, or 
simply let the offer lapse. If another com- 
pany now makes a rival offer, it too has 
60 days to try to gain enough acceptanc- 
es. 

taker /'terkə/ noun a person who wants 

to buy something O There were very few 

takers for the special offer. 


take up rate /'terk ap ,reit/ noun the 
percentage of acceptances for a rights is- 
sue 

take your pick /,tertk jo 'prk/ phrase 
choose what you want 


takings /'terkıņz/ plural noun the mon- 
ey received in a shop or a business O The 
week’s takings were stolen from the cash 
desk. 


talk offline /,to:k pf'lam/ noun to ex- 
press an opinion that is different from or 
contrary to the official policy of the or- 
ganisation that is employing you 

tall organisation /tə:l ,o:gonar 
'ze1f(9)n/ noun an organisation that has a 
hierarchy with many different levels of 
management. Opposite flat organisa- 
tion 

tally /'tæli/ noun a note of things count- 
ed or recorded O to keep a tally of stock 
movements or of expenses ™ verb to 
agree, to be the same O The invoices do 
not tally. O The accounts department 
tried to make the figures tally. 


tally clerk /'tæli klark/ noun a person 
whose job is to note quantities of cargo 


tally sheet /'tzeli fi:xt/ noun a sheet on 
which quantities are noted 


tangible assets  /,tend31b(0)l 
‘esets/, tangible fixed assets 
/,teend31b(9)1 'propoti/, tangible prop- 
erty plural noun assets that are physical, 
such as buildings, cash and stock. Leases 
and securities, although not physical in 
themselves, are classed as tangible assets 
because the underlying assets are physi- 
cal. 


tanker /'tæņkə/ noun a special ship or 
vehicle for carrying liquids (especially 
oil) 

tap /tzp/ noun same as tap stock 


tap stock /'tzp stok/ noun a govern- 
ment stock issued direct to the Bank of 
England for sale to investors 


tare /tea/ noun the weight of a container 
and packing or the weight of a vehicle O 
to allow for tare 


target /‘ta:git/ noun something to aim 
for O performance targets n to set targets 
to fix amounts or quantities which em- 
ployees have to produce or reach o to 
meet a target to produce the quantity of 
goods or sales which are expected o to 
miss a target not to produce the amount 
of goods or sales which are expected O 
They missed the target figure of £2m turn- 
over. Œ verb to aim to sell to somebody O 
TP’ll follow up your idea of targeting our 
address list with a special mailing. o to 
target a market to plan to sell goods ina 
specific market O an advertising cam- 
paign which targets teenagers 
“...he believes that increased competition 
could keep inflation below the 2.5 per cent 
target’ [Investors Chronicle] 
“...the minister is persuading the oil, gas, 
electricity and coal industries to target 
their advertising towards energy efficien- 
cy’ [Times] 
target market /‘ta:git ,ma:kıt/ noun 
the market in which a company is plan- 
ning to sell its goods 
tariff /‘teertf/ noun 1. a tax to be paid on 
imported goods. Also called customs 
tariff. Compare import levy, import tar- 
iffs 2. a rate of charging for something 
such as electricity, hotel rooms or train 
tickets 


tariff barrier /'tærıf ‚bæriə/ noun the 
customs duty intended to make imports 
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more difficult O to impose tariff barriers 
on or to lift tariff barriers from a product 
task /ta:sk/ noun work which has to be 
done O The job involves some tasks which 
are unpleasant and others which are more 
rewarding. O The candidates are given a 
series of tasks to complete within a time 
limit. o to list task processes to make a 
list of various parts of a job which have to 
be done m verb to give someone a task to 
do 

task analysis /‘ta:sk ə,næləsıs/ noun 
the analysis of the various activities in- 
volved in carrying out a particular task, 
used especially to examine the activities 
of people who are interacting with com- 
puterised or other systems (NOTE: The 
purpose of task analysis is to find the 
most efficient way of integrating the hu- 
man element into automated systems.) 

task culture /'ta:sk ,kaltfa/ noun a 
type of corporate culture that focuses on 
the carrying out of individual projects by 
small teams 

task force /‘ta:sk fo1s/ noun a special 
group of workers or managers who are 
chosen to carry out a special job or to deal 
with a special problem O He is heading 
the government task force on inner city 
poverty. 

tax /tæks/ noun 1. money taken by the 
government or by an official body to pay 
for government services o mainstream 
corporation tax (MCT) total tax paid by 
a company on its profits (less any ACT 
which the company will already have 
paid) 2. an amount of money charged by 
government as part of a person’s income 
or on goods bought o basic tax income 
tax paid at the normal rate o to levy or 
impose a tax to make a tax payable O The 
government has imposed a 15% tax on 
petrol. n to lift a tax to remove a tax O 
The tax on fuel charges has been lifted. O 
The tax on company profits has been lift- 
ed. a tax deducted at source tax which is 
removed from a salary or interest before 
the money is paid out m verb to make 
someone pay a tax, to impose a tax on 
something O Businesses are taxed at 
40%. O Income is taxed at 35%. O Luxury 
items are heavily taxed. 

tax abatement /'teks 9,bertmont/ 
noun a reduction of tax 

taxable /'tæksəb(ə)l/ adjective able to 
be taxed 










































































taxable income /tæksəb(ə)l 'nkam/ 
noun income on which a person has to 
pay tax 

taxable items /'tæksəb(ə)l ,attomz/ 
plural noun items on which a tax has to be 
paid 

tax adjustments /'teks ə 
,d3astmonts/ plural noun changes made 
to tax 

tax adviser /'tæks od,vaizo/, tax con- 
sultant /'tæks kon,saltont/ noun a per- 
son who gives advice on tax problems 
tax allowance /'tæks ə,lauəns/ noun 
a part of the income which a person is al- 
lowed to earn and not pay tax on 
taxation /tæk'serf(ə)n/ noun the act of 
taxing 

tax avoidance /'tæks ə,vərd(ə)ns/ 
noun the practice of legally trying to pay 
as little tax as possible 

tax bracket /'tæks ,brekit/ noun a 
section of people paying a particular level 
of income tax 

tax code /'tæks kəud/ noun a number 
given to indicate the amount of tax allow- 
ance a person has 

tax collector /'tæks kə,lektə/ noun a 
person who collects taxes which are owed 
tax concession /'tæks kən,sef(o)n/ 
noun an act of allowing less tax to be paid 
tax credit /'tæks ,kredit/ noun 1. a 
sum of money which can be offset against 
tax 2. the part of a dividend on which the 
company has already paid tax, so that the 
shareholder is not taxed on it 
tax-deductible /tæks di'daktib(s)l/ 
adjective possible to deduct from an in- 
come before tax is calculated o these ex- 
penses are not tax-deductible tax has to 
be paid on these expenses 

tax deductions /'tæks di,dakfanz/ 
plural noun 1. money removed from a sal- 
ary to pay tax 2. US business expenses 
which can be claimed against tax 

tax evasion /'teks 1,ve13(9)n/ noun 
the practice of illegally trying not to pay 
tax 

tax-exempt /,teks ig'zempt/ adjec- 
tive 1. referring to a person or organisa- 
tion not required to pay tax 2. not subject 
to tax 

tax exemption /'tæks 1g,zempfon/ 
noun 1. the fact of being free from pay- 
ment of tax 2. US the part of income 














411 


technique 





which a person is allowed to earn and not 
pay tax on 

tax exile /'tæks ,eksarl/ noun a person 
who lives in a country where taxes are low 
in order to avoid paying tax at home 

tax form /'teks fo:m/ noun a blank 
form to be filled in with details of income 
and allowances and sent to the tax office 
each year 

tax-free /,teks 'fri:/ adjective with no 
tax having to be paid O tax-free goods 
tax haven /'teks ,herv(a)n/ noun a 
country or area where taxes are low, en- 
couraging companies to set up their main 
offices there 

tax holiday /'tæks ,hvlidet/ noun a pe- 
riod when a new business is exempted 
from paying tax 

tax incentive /'tæks in,sentrv/ noun a 
tax reduction afforded to people for par- 
ticular purposes, e.g., sending their chil- 
dren to college 

tax inspector /'tæks 1n,spektə/ noun 
a government employee who investigates 
taxpayers’ declarations 

tax loophole /'tæks ,lu:phaul/ noun a 
legal means of not paying tax 

tax loss /'tæks los/ noun a loss made 
by a company during an accounting peri- 
od, for which relief from tax is given 
taxpayer /'tækspe1ə/ noun a person or 
company that has to pay tax O basic tax- 
payer or taxpayer at the basic rate O Cor- 
porate taxpayers are being targeted by 
the government. 

tax point /'tæks pornt/ noun the date 
on which goods or services are supplied, 
which is the date when VAT becomes is 
due 

tax relief /'tæks r1,li:f/ noun an allow- 
ance to pay less tax on some parts of 
someone’s income 

tax return /'teks ri,tsin/ noun a com- 
pleted tax form, with details of income 
and allowances 

tax schedules /'tæks ,fedju:lz/ plural 
noun a six types of income as classified 
for tax. See Comment at schedule 

tax shelter /'tæks felta/ noun a finan- 
cial arrangement such as a pension 
scheme where investments can be made 
without tax 

tax threshold /'tæks Orefhauld/ 
noun a point at which another percentage 


of tax is payable O The government has 
raised the minimum tax threshold from 
£4,000 to £4,500. 
tax year /'tæks ,jio/ noun a twelve 
month period on which taxes are calculat- 
ed. In the UK this is 6th April to 5th April 
of the following year. 
TCO abbr total cost of ownership 
team /ti:m/ noun a group of people who 
work together and co-operate to share 
work and responsibility 
team-building /‘ti:m ,bildm/ noun a 
set of training sessions designed to instil 
co-operation and solidarity in a group of 
employees who work together as a team 
teamster /'tiimstə/ noun US a truck 
driver 
teamwork /'ti:zmw3:k/ noun a group 
effort applied to work 
tear sheet /'tea fi:t/ noun a page taken 
from a published magazine or newspaper, 
sent to an advertiser as proof that their ad- 
vertisement has been run 
teaser /'ti:zo/, teaser ad /'ti:zor æd/ 
noun an advertisement that gives a little 
information about a product in order to at- 
tract customers by making them curious 
to know more 
technical /'teknik(9)l/ adjective 1. re- 
ferring to a particular machine or process 
O The document gives all the technical 
details on the new computer. 2. referring 
to influences inside a market, e.g. vol- 
umes traded and forecasts based on mar- 
ket analysis, as opposed to external fac- 
tors such as oil-price rises, wars, etc. 
“...market analysts described the falls in 
the second half of last week as a technical 
correction’ [Australian Financial Review] 
“...at the end of the day, it was clear the 
Fed had not loosened the monetary reins, 
and Fed Funds forged ahead on the back of 
technical demand’ [Financial Times] 
technical correction /,teknik(a)I ko 
'rekf(9)n/ noun a situation where a share 
price or a currency moves up or down be- 
cause it was previously too low or too 
high 
technician /tek'n1f(9)n/ noun a person 
who is specialised in industrial work O 
Computer technicians worked to install 
the new system. 
technique /tek'ni:k/ noun a skilled 
way of doing a job O The company has 
developed a new technique for processing 


technocracy 


412 





steel. O We have a special technique for 
answering complaints from customers. 
marketing techniques skill in marketing 
a product 


technocracy /tek'nvkrasi/ noun an 
organisation controlled by technical ex- 
perts. ù bureaucracy 


technological /teknə'lodzrk(ə)l/ ad- 
jective referring to technology o the tech- 
nological revolution the changing of in- 
dustry by introducing new technology 


technology /tek'nolədzi/ noun the ap- 
plication of scientific knowledge to in- 
dustrial processes o the introduction of 
new technology putting new electronic 
equipment into a business or industry 
technology adoption life cycle 
/tek,nvlod3i ə,dopfən ‘laf ,sark(o)l/ 
noun a model that describes the stages in 
which various types of individuals and or- 
ganisations start to use new technologies. 
The individual and organisations are usu- 
ally classified as innovators, early adop- 
ters, early majority, late majority or tech- 
nology laggards. 

technology laggard /tek'nvlad3i 
jleegad/ noun an individual or organisa- 
tion that is very slow or reluctant to adopt 
new technology 


tel abbr telephone 


telecommunications /,telika 
smjurnt'kerf(a)nz/ plural noun systems 
of passing messages over long distances 
(by cable, radio, etc.) 

telecoms /'telikomz/ noun same as 
telecommunications (informa!) 


teleconference /‘teli,konf(a)rans/ 
noun a discussion between several people 
in different places, using the telephone, 
microphones and loudspeakers 


telegram /'teligreem/ noun a message 
sent by telegraph O to send a telegram to 
an agent in South Africa 

telegraph /‘teligra:f/ noun a system of 
sending messages along wires O to send a 
message by telegraph Œ verb to send a 
message by telegraph O to telegraph an 
order 

telegraphic /,teli'grafik/ adjective 
referring to a telegraph system 
telegraphic transfer /,teligrefik 
‘tra:nsfo/ noun a transfer of money from 
one account to another by telegraph 






































telemarketing /‘tel1,ma:kitm/ noun 
the selling of a product or service by tele- 
phone 


telemessage /'telimesid3/ noun a 
message sent by telephone, and delivered 
as a card (as for a birthday, wedding, etc.) 


telephone /'telifaun/ noun a machine 
used for speaking to someone over a long 
distance O We had a new telephone sys- 
tem installed last week. o to be on the tel- 
ephone to be speaking to someone using 
the telephone O The managing director is 
on the telephone to Hong Kong. O She has 
been on the telephone all day. o by tele- 
phone using the telephone O to place an 
order by telephone O to reserve a room by 
telephone o to make a telephone call to 
speak to someone on the telephone o to 
answer the telephone, to take a tele- 
phone call to speak in reply to a call on 
the telephone m verb o to telephone a 
place, a person to call a place or someone 
by telephone O His secretary telephoned 
to say he would be late. o he telephoned 
the order through to the warehouse he 
telephoned the warehouse to place an or- 
der o to telephone about something to 
make a telephone call to speak about 
something O He telephoned about the 
January invoice. to telephone for 
something to make a telephone call to ask 
for something O he telephoned for a taxi 


telephone book /'telrfaun buk/ noun 
a book which lists all people and busi- 
nesses in alphabetical order with their tel- 
ephone numbers O He looked up the 
number of the company in the telephone 
book. 


telephone booth /'telifaun bu:d/ 
noun a public box with a telephone 


telephone call /‘tel1,faun ko:I/ noun 
an act of speaking to someone on the tel- 
ephone 


telephone directory /'telifaun dar 
wrekt(a)ri/ noun a book which lists all 
people and businesses in alphabetical or- 
der with their phone numbers O To find 
his address you will have to look up his 
number in the telephone directory. 


telephone exchange /'telifoun 1ks 
,tfernd3/ noun a centre where the tele- 
phones of a whole district are linked 

telephone kiosk /'telifəun ,ki:osk/ 
noun a shelter with a public telephone in 
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it O There are two telephone kiosks out- 
side the post office. 

telephone line /‘telifaun larn/ noun a 
wire along which telephone messages 
travel 

telephone number /'telifəun 
nambo/ noun a set of figures for a partic- 
ular telephone subscriber O Can you give 
me your telephone number? 

telephone operator /,teli,faun ,ppo 
'rertə/ noun a person who operates a tel- 
ephone switchboard 

telephone order /'telifaun ,o:do/ 
noun an order received by telephone O 
Since we mailed the catalogue we have 
received a large number of telephone or- 
ders. 

telephone research /'telifaun ri 
,S3itf/ noun same as telephone survey 
telephone selling /'telifoun ,seliy/ 
noun the practice of making sales by 
phoning prospective customers and trying 
to persuade them to buy 

telephone subscriber /,tel1,foun 
səb'skrarbə/ noun a person who has a 
telephone 

telephone survey /'telifaun r1,sa:t f/ 
noun an act of interviewing respondents 
by telephone for a survey O How many 
people in the sample hung up before re- 
plying to the telephone survey? 
telephone switchboard /,tel1,foun 
swit f'bo:d/ noun central point in a tele- 
phone system where all internal and ex- 
ternal lines meet 

telephonist /ta'lefanist/ noun a per- 
son who works a telephone switchboard 
telesales /'teli,serlz/ plural noun sales 
made by telephone 

teleshopping /‘tel1,{op1y/ noun shop- 
ping from home by means of a television 
screen and a home computer 
television network /,telrv13(9)n 
'netwa:k/ noun a system of linked televi- 
sion stations covering the whole country 
teleworking /'teliws:kin/ noun a 
working method where an employee 
works at home on computer, and sends 
the finished material back to the central 
office by modem. Also called home- 
working, networking 

teller /'telə/ noun a person who takes 
cash from or pays cash to customers at a 
bank 


tem /tem/» pro tem 


temp /temp/ noun a temporary office 
worker O We have had two temps working 
in the office this week to clear the backlog 
of letters. @ verb to work as a temporary 
office worker 


temp agency /'temp ,erd3zansi/ noun 
an office which deals with finding tempo- 
rary secretaries for offices 


temping /'tempry/ noun the practice of 
working as a temporary office worker O 
He can earn more money from temping 
than from a full-time job. 


temporarily /,temp(a)'rerali/ adverb 
lasting only for a short time 

temporary /'temp(a)rori/ adjective 
which only lasts a short time O to take 
temporary measures O He was granted a 
temporary export licence. O She has a 
temporary post with a construction com- 
pany. O He has a temporary job as a filing 
clerk or he has a job as a temporary filing 
clerk. 


temporary employment 
/,temp(9)rori Im'plormont/, temporary 
work /'temp(9)rori w3:k/ noun full-time 
work which does not last for more than a 
few days or months 


temporary staff /‘temp(a)rori sta:f/, 
temporary employees /,temp(9)rori 
im'ploti:z/, temporary workers 
/‘temp(9)reri_ ,w3ikoz/ plural noun 
members of staff who are appointed for a 
short time O We need to recruit temporary 
staff for the busy summer season. 


tenancy /'tenonsi/ noun 1. an agree- 
ment by which a tenant can occupy a 
property 2. a period during which a tenant 
has an agreement to occupy a property 


tenant /'tenont/ noun a person or com- 
pany which rents a house, flat or office to 
live or work in O The tenant is liable for 
repairs. 


tend /tend/ verb to be likely to do some- 
thing O He tends to appoint young girls to 
his staff: 


tendency /'tendoansi/ noun the condi- 
tion of being likely to do something O The 
market showed an upward tendency. O 
There has been a downward tendency in 
the market for several days. 0 the market 
showed a tendency to stagnate the mar- 
ket seemed to stagnate rather than ad- 
vance 
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tender /'tenda/ noun an offer to do 
something for a specific price O a suc- 
cessful tender O an unsuccessful tender 
to put a project out to tender, to ask for 
or invite tenders for a project to ask 
contractors to give written estimates for a 
job o to put in or submit a tender to 
make an estimate for a job o to sell 
shares by tender to ask people to offer in 
writing a price for shares m verb 1. o to 
tender for a contract to put forward an 
estimate of cost for work to be carried out 
under contract O to tender for the con- 
struction of a hospital 2. o to tender 
your resignation to resign, to give in 
your resignation 3. to offer money O 
please tender the correct fare 


tenderer /'tendərə/ noun a person or 
company that tenders for work O The 
company was the successful tenderer for 
the project. 

tendering /‘tendoarin/ noun the act of 
putting forward an estimate of cost O To 
be successful, you must follow the tender- 
ing procedure as laid out in the docu- 
ments. 


tentative /'tentotrv/ adjective not cer- 
tain O They reached a tentative agreement 
over the proposal. O We suggested 
Wednesday May 10th as a tentative date 
for the next meeting. 

tentatively /‘tentotrvli/ adverb with- 
out being sure O We tentatively suggested 
Wednesday as the date for our next nego- 
tiating meeting. 

tenure /'tenjo/ noun 1. the right to hold 
property or a position 2. the time when a 
position is held O during his tenure of the 
office of chairman 


term /ts:m/ noun 1. a period of time 
when something is legally valid O during 
his term of office as chairman © the term 
of a lease O We have renewed her con- 
tract for a term of six months. O The term 
of the loan is fifteen years. 2. a period of 
time 3. a part of a legal or university year 


term assurance /'ts:m 9,fuorons/ 
noun a life assurance which covers a per- 
son’s life for a period of time (at the end 
of the period, if the person is still alive he 
receives nothing from the insurance) O 
He took out a ten-year term insurance. 
term deposit /‘ts:m di,ppzit/ noun 
money invested for a fixed period at a 
higher rate of interest 






























































terminable /'ts:minab(a)l/ adjective 
which can be terminated 


terminal /'ts:min(9)l/ noun the build- 
ing where you end a journey m™ adjective 
at the end 


terminal bonus /,t3:min(o)l 'bounas/ 
nouna bonus received when an insurance 
comes to an end 


terminate /'ts:minett/ verb 1. to end 
something or to bring something to an end 
O His employment was terminated. 2. to 
dismiss someone O His employment was 
terminated. 


termination /,ts:m1'nerf(a)n/ noun 1. 
the process of bringing to an end 2. US 
the end of a contract of employment; 
leaving a job (resigning, retiring, or being 
fired or made redundant) O Both employ- 
er and employee agreed that termination 
was the only way to solve the problem. 


termination clause /,ts:mr'ne1f(a)n 
klorz/ noun a clause which explains how 
and when a contract can be terminated 


term insurance /'ts:m in,fuorons/ 
noun same as term assurance 


term loan /'ts:m ləun/ noun a loan for 
a fixed period of time 


terms /ts3:mz/ plural noun the condi- 
tions or duties which have to be carried 
out as part of a contract, or the arrange- 
ments which have to be agreed before a 
contract is valid O to negotiate for better 
terms O She refused to agree to some of 
the terms of the contract. O By or Under 
the terms of the contract, the company is 
responsible for all damage to the proper- 
. D ‘terms: cash with order’ the terms 
of sale showing that payment has to be 
made in cash when the order is placed 
“...companies have been improving com- 
munications, often as part of deals to cut 
down demarcation and to give everybody 
the same terms of employment’ [Econo- 
mist] 
“...the Federal Reserve Board has eased 
interest rates in the past year, but they are 
still at historically high levels in real 
terms’ [Sunday Times] 
term shares /'ts:m feəz/ plural noun 
a type of building society deposit for a 
fixed period of time at a higher rate of in- 
terest 


terms of employment /,t3:mz ov ım 
‘plormont/ noun the conditions set out in 
a contract of employment 
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terms of payment /ts:mz ov 
‘permont/ plural noun the conditions for 
paying something 

terms of reference /,ts:mz ov 
'ref(a)rons/ plural noun areas which a 
committee or an inspector can deal with O 
Under the terms of reference of the com- 
mittee, it cannot investigate complaints 
from the public. O The committee’s terms 
of reference do not cover exports. 

terms of sale /,ts:mz ov 'serl/ plural 
noun the conditions attached to a sale 
territorial waters =_/,terito:rial 
'woitoz/ noun sea waters near the coast 
of a country, which are part of the country 
and governed by the laws of that country 
outside territorial waters in interna- 
tional waters, over which no single coun- 
try has jurisdiction 

territory /'terıt(ə)ri/ noun an area visit- 
ed by a salesperson O We are adding two 
new reps and reducing all the reps’ terri- 
tories. O Her territory covers all the north 
of the country. 

tertiary industry /,ts:fori 'mdastri/ 
noun an industry which does not produce 
raw materials or manufacture products 
but offers a service such as banking, re- 
tailing or accountancy 

tertiary sector /'ts:fəri ,sektə/ noun 
the section of the economy containing the 
service industries 

test /test/ noun an examination to see if 
something works well or is possible W 
verb to examine something to see if it is 
working well O We are still testing the 
new computer system. o to test the mar- 
ket for a product to show samples of a 
product in a market to see if it will sell 
well O We are testing the market for the 
toothpaste in Scotland. 

testamentary /testo'mentori/ adjec- 
tive referring to a will 

testamentary disposition /testə 
mentori ,dispo'zif(a)n/ noun passing 
of property to people in a will 

testate /'testert/ adjective having made 
a will O Did he die testate? ù intestate 
testator /te'sterto/ noun someone who 
has made a will 

testatrix /te'stertriks/ noun a woman 
who has made a will 

test case /'test ke1s/ noun a legal ac- 
tion where the decision will fix a principle 
which other cases can follow 


























test certificate /'test so,trftkot/ noun 
a certificate to show that something has 
passed a test 

test-drive /'test dratv/ verb o to test- 
drive a car to drive a car before buying it 
to see if it works well 


testimonial /,testr'mounial/ noun a 
written report about someone’s character 
or ability O She has asked me to write her 
a testimonial. 

testing /‘test1/ noun the act of exam- 
ining something to see if it works well O 
During the testing of the system several 
defects were corrected. 

test-market /'test ,morkit/ verb o to 
test-market a product to show samples 
of a product in a market to see if it will 
sell well O We are test-marketing the 
toothpaste in Scotland. 

test run /'test ran/ nouna trial made on 
a machine 

text /tekst/ noun a written part of some- 
thing O He wrote notes at the side of the 
text of the agreement. ™@ verb to send a 
text message on a mobile phone or pager 
text message /'tekst ,;mesid3/ nouna 
message sent in text form, especially from 
one mobile phone or pager to another 
text processing /'tekst ,prousesin/ 
noun working with words, using a com- 
puter to produce, check and change docu- 
ments, reports, letters, etc. 

thanks /@znks/ plural noun word show- 
ing that someone is grateful O ‘Many 
thanks for your letter of June 25th.’ 
thanks to /'9æpks tu/ adverb because 
of O The company was able to continue 
trading thanks to a loan from the bank. 
it was no thanks to the bank that we 
avoided making a loss we avoided mak- 
ing a loss in spite of what the bank did 
the first half /,di: fs:st 'ha:f/ noun 
the periods from January 1st to June 30th 
and from June 30th to December 31st 
theft /Oeft/ noun the act of stealing O to 
take out insurance against theft O We 
have brought in security guards to protect 
the store against theft. O They are trying 
to cut their losses by theft. 

theory /‘O1ari/ noun a statement of the 
general principle of how something 
should work o in theory the plan should 
work the plan may work, but it has not 
been tried in practice 
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think tank /‘61nk tenk/ noun a group 
of experts who advise or put forward 
plans 

third /03:d/ noun one part of something 
which is divided into three o to sell eve- 
rything at one third off to sell every- 
thing at a discount of 33% o the compa- 
ny has two thirds of the total market the 
company has 66% of the total market 
third party /,9s:d 'pa:ti/ noun a person 
other than the two main parties involved 
in a contract, e.g., in an insurance con- 
tract, anyone who is not the insurance 
company nor the person who is insured 
the case is in the hands of a third party 
the case is being dealt with by someone 
who is not one of the main interested par- 
ties 

third party insurance /,63:d parti m 
'fuərəns/ noun insurance to cover dam- 
age to any person who is not one of the 
people named in the insurance contract 
(that is, not the insured person nor the in- 
surance company) 

third quarter /,03:d 'kwo:to/ noun a 
period of three months from July to Sep- 
tember 


Third World /,63:d 'wa:ld/ noun» de- 
veloping world (dated) O We sell trac- 
tors into the Third World or to Third 
World countries. 

three-part /,Ori:'pa:t/ adjective paper 
(for computers or typewriters) with a top 
sheet for the original and a two sheets for 
copies O three-part invoices O three-part 
stationery 


three quarters / Ori: 'kwo:toz/ noun 
75% O Three quarters of the staff are less 
than thirty years old. 


360 degree appraisal / Ori: handrod 
ən _,siksti digri: a'pre1z(a)l/ noun an as- 
sessment of the performance of a person 
working for an organisation, to which col- 
leagues ranking above, below and of 
equal rank contribute 

threshold /'Orefhauld/ noun the point 
at which something changes 

threshold agreement /'Orefhould ə 
,grizmont/ noun a contract which says 
that if the cost of living goes up by more 
than an agreed amount, pay will go up to 
match it 

threshold price /‘Orefhauld prats/ 
noun in the EU, the lowest price at which 






































farm produce imported into the EU can be 
sold 
thrift /Orift/ noun 1. a careful attitude to- 
wards money, shown by saving it spend- 
ing wisely 2. US a private local bank, sav- 
ings and loan association or credit union, 
which accepts and pays interest on depos- 
its from small investors 
‘...the thrift, which had grown from $4.7 
million in assets in 1980 to 1.5 billion this 
year, has ended in liquidation’ [Barrons] 
“...some thrifts came to grief on specula- 
tive property deals, some in the high-risk 
junk bond market, others simply by lend- 
ing too much to too many people’ [Times] 
thrifty /‘Orifti/ adjective careful not to 
spend too much money 


thrive /Orarv/ verb to grow well, to be 
profitable O The country has a thriving 
economy based on oil. O There is a thriv- 
ing black market in car radios. O The 
company is thriving in spite of the reces- 
sion. 


throughput /'8ru:put/ noun an amount 
of work done or of goods produced in a 
certain time O We hope to increase our 
throughput by putting in two new ma- 
chines. O The invoice department has a 
throughput of 6,000 invoices a day. 
throw out phrasal verb 1. to reject or to 
refuse to accept O The proposal was 
thrown out by the planning committee. 
O The board threw out the draft con- 
tract submitted by the union. O The un- 
ion negotiators threw out the 
management offer. 2. to get rid of some- 
thing which is not wanted O The AGM 
threw out the old board of directors. O 
He was thrown out of the company for 
disobedience. (NOTE: throwing - 
threw — thrown) 
tick noun 1. credit (informal) O All the 
furniture in the house is bought on tick. 
2. a mark on paper to show that some- 
thing is correct or that something is ap- 
proved O Put a tick in the box marked 
‘R’. (NOTE: The US term is check in 
this meaning.) m phrasal verb to mark 
with a sign to show that something is 
correct O Tick the box marked ‘R’ if you 
require a receipt. (NOTE: The US term 
is check in this meaning.) 
ticker /'trka/ noun US a machine (oper- 
ated by telegraph) which prints details of 
share prices and transactions rapidly (for- 
merly printed on paper tape called ‘ticker 
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tape’, but is now shown online on compu- 
ter terminals) 


ticket /'trkit/ noun 1. a piece of paper or 
card which allows you to do something 2. 
a piece of paper or card which allows you 
to travel O train ticket or bus ticket or 
plane ticket 3. paper which shows some- 
thing 

ticket agency /‘trkit ,e1rd3ansi/ noun 
a shop which sells tickets to theatres 
ticket counter /'tikit ,kaunto/ noun a 
place where tickets are sold 


ticket office /'tıkıt ,pf1s/ noun an of- 
fice where tickets can be bought 
tie in phrasal verb to link an insurance 
policy to a mortgage 
tie up phrasal verb 1. to attach or to 
fasten something tightly O The parcel is 
tied up with string. O The ship was tied 
up to the quay. o he is rather tied up at 
the moment he is very busy 2. to invest 
money in one way, so that it cannot be 
used for other investments O He has 
£100,000 tied up in long-dated gilts. O 
The company has £250,000 tied up in 
stock which no one wants to buy. 
“...a lot of speculator money is said to be 
tied up in sterling because of the interest- 
rate differential between US and British 
rates’ [Australian Financial Review] 
tie-in /'tar mn/ noun an advertisement 
linked to advertising in another media, 
e.g. a magazine ad linked to a TV com- 
mercial (NOTE: The plural is tie-ins.) 
tie-in promotion /tar ın pra 
'məuf(ə)n/ noun a special display link- 
ing the product to a major advertising 
campaign, or to a TV programme 
tie-on label /,tar pn 'lerb(ə)l/ noun a 
label with a piece of string attached so 
that it can be tied to an item 


tie-up /'tar ap/ noun a link or connec- 
tion O The company has a tie-up with a 
German distributor. (NOTE: The plural is 
tie-ups.) 
tight /tait/ adjective which is controlled, 
which does not allow any movement O 
The manager has a very tight schedule to- 
day — she cannot fit in any more appoint- 
ments. O Expenses are kept under tight 
control. 
“...mortgage money is becoming tighter’ 
[Times] 
“...a tight monetary policy by the central 
bank has pushed up interest rates and 














drawn discretionary funds into bank de- 
posits’ [Far Eastern Economic Review] 
“...the UK economy is at the uncomforta- 
ble stage in the cycle where the two years 
of tight money are having the desired ef- 
fect on demand’ [Sunday Times] 
-tight /tart/ suffix which prevents some- 
thing getting in O The computer is packed 
in a watertight case. O Send the films in 
an airtight container. 
tighten /'tart(ə)n/ verb to make some- 
thing tight, to control something O The 
accounts department is tightening its con- 
trol over departmental budgets. 
“...the decision by the government to 
tighten monetary policy will push the an- 
nual inflation rate above the previous 
high’ [Financial Times] 
tighten up on phrasal verb to control 
something more strictly O The govern- 
ment is tightening up on tax evasion. O 
We must tighten up on the reps’ expens- 
es. 
tight money /tart 'mani/ noun same as 
dear money 
tight money policy /tatt ‘mani 
\polisi/ noun a government policy to re- 
strict money supply 
till /t11/ noun a drawer for keeping cash in 
a shop 
time /tarm/ noun 1. a period during 
which something takes place, e.g. one 
hour, two days or fifty minutes 2. a hour 
of the day (such as 9.00, 12.15, ten 
o’clock at night, etc.) O the time of arrival 
or the arrival time is indicated on the 
screen O Departure times are delayed by 
up to fifteen minutes because of the vol- 
ume of traffic. 3. a system of hours on the 
clock 4. the number of hours worked 5. a 
period before something happens o to 
keep within the time limits or within 
the time schedule to complete work by 
the time stated 
time and a half /,tarm ond ə ‘harf/ 
noun the normal rate of pay plus 50% ex- 
tra 
time and method study /,tamm on 
'me@ad ,stadi/ noun a process of exam- 
ining the way in which something is done 
to see if a cheaper or quicker way can be 
found 
time and motion expert /,tarm on 
'məuf(ə)n ,eksps:t/ noun a person who 
analyses time and motion studies and sug- 
gests changes in the way work is done 
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time and motion study /,tarm on 
'mouJ(a)n ,stadi/ noun a study in an of- 
fice or factory of the time taken to do spe- 
cific jobs and the movements employees 
have to make to do them 


time-card /'taim ka:d/, time-clock 
card /'taim klok ka:d/ noun a card 
which is put into a timing machine when 
an employee clocks in or clocks out, and 
records the time when they start and stop 
work 

time clock /'taım klok/ noun a ma- 
chine which records when an employee 
arrives at or leaves work 

time deposit /'taım di,pozit/ noun a 
deposit of money for a fixed period, dur- 
ing which it cannot be withdrawn 
time-keeping /'tarm ,ki:pry/ noun the 
fact of being on time for work O He was 
warned for bad time-keeping. 

time limit /‘tarm ,lrmit/ noun the max- 
imum time which can be taken to do 
something O to set a time limit for accept- 
ance of the offer O The work was finished 
within the time limit allowed. O The time 
limit on applications to the industrial tri- 
bunal is three months. 

time limitation /‘tarm lımı,terf(ə)n/ 
noun the restriction of the amount of time 
available 

time management /‘tarm 
smeenid3mont/ noun analysis and con- 
trol of the amount of time spent on differ- 
ent work activities, in order to maximise 
personal efficiency. The most important 
aspect of time management involves list- 
ing different work tasks in order of prior- 
ity so that you can concentrate on those 
that are most important. (NOTE: Time 
management involves analysing how 
you spend your time, deciding how im- 
portant each of your different work tasks 
is and reorganising your activities so 
that you spend most time on the tasks 
that are most important.) 

time of peak demand /,tarm ov pi:k 
di'mar:nd/ noun the time when some- 
thing is being used most 

time rate /'tarm rert/ noun a rate for 
work which is calculated as money per 
hour or per week, and not money for work 
completed 

time-saving /'taim ,setvin/ adjective 
which saves time O a time-saving device 
Em noun the practice of trying to save time 


O The management is keen on time-sav- 
ing. 

timescale /'tarmskerl/ noun the time 
which will be taken to complete work O 
Our timescale is that all work should be 
completed by the end of August. O He is 
working to a Strict timescale. 


time share /'taım feə/ noun a system 
where several people each own part of a 
property (such as a holiday flat), each be- 
ing able to use it for a certain period each 
year 


time-sharing /'taım ,feorm/ noun 1. 
same as time share 2. an arrangement 
for sharing a computer system, with dif- 
ferent users using different terminals 

time sheet /‘tarm fi:t/ nouna record of 
when an employee arrives at and leaves 
work, or one which shows how much time 
a person spends on different jobs each day 


time sovereignty /‘tarm ,spvrinti/ 
the ability to control the way you spend 
your time so that you can arrange your 
working life to suit your own situation, 
e.g. by working flexible hours 


timetable /‘tarmte1b(9)I/ noun 1. a list 
showing times of arrivals and departures 
of buses, trains, planes, etc. O According 
to the timetable, there should be a train to 
London at 10.22. O The bus company has 
brought out its winter timetable. 2. a list 
of appointments or events O The manager 
has a very full timetable, so I doubt if he 
will be able to see you today. ù takeover 
timetable m verb to make a list of times 


time work /'taım wa:k/ noun work 
which is paid for at a rate per hour or per 
day, not per piece of work completed 
time zone /‘tarm zoun/ noun one of 24 
bands in the world in which the same 
standard time is used O When you fly 
across the USA you cross several time 
zones. 
“...time-zone differences are an attraction 
for Asian speculators. In Hongkong, it is 5 
p.m. when the London exchange opens 
and 9.30 or 10 p.m. when New York starts 
trading’ [Far Eastern Economic Review] 
timing /‘tarmin/ noun a way in which 
something happens at a particular time O 
The timing of the conference is very con- 
venient, as it comes just before my sum- 
mer holiday. O His arrival ten minutes af- 
ter the meeting finished was very bad tim- 
ing. 
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tip noun 1. money given to someone 
who has helped you O The staff are not 
allowed to accept tips. 2. a piece of ad- 
vice on buying or doing something 
which could be profitable O The news- 
paper gave several stock market tips. O 
She gave me a tip about a share which 
was likely to rise because of a takeover 
bid. @ phrasal verb 1. to give money to 
someone who has helped you O He 
tipped the receptionist £5. 2. to say that 
something is likely to happen or that 
something might be profitable O He is 
tipped to become the next chairman. O 
Two shares were tipped in the business 
section of the paper. (NOTE: [all phrasal 
verb senses] tipping — tipped) 

tip sheet /'tıp fi:t/ noun a newspaper 

which gives information about shares 

which should be bought or sold 

TIR abbr Transports Internationaux 

Routiers 

title deeds /'tait(9)l ,di:dz/ plural 

noun a document showing who is the 

owner of a property 

token /'toukan/ noun something which 

acts as a sign or symbol 

token charge /,təukən 'tfa:d3/ noun 

a small charge which does not cover the 

real costs O A token charge is made for 

heating. 

token payment /'təukən ,pemmont/ 

nouna small payment to show that a pay- 

ment is being made 

token rent /,toukon 'rent/ noun a very 

low rent payment to show that some rent 

is being asked 

token strike /,toukon 'strark/ noun a 

short strike to show that workers have a 

grievance 

toll /taul/ noun a payment for using a 

service, usually a bridge or a road O We 

had to cross a toll bridge to get to the is- 

land. O You have to pay a toll to cross the 

bridge. 

toll call /'toul ko:/ noun US a long-dis- 

tance telephone call 

toll free /,toul 'fri:/ adverb, adjective 

US without having to pay a charge for a 

long-distance telephone call O to call 

someone toll free O a toll-free number 
COMMENT: Toll-free numbers usually 
start with the digits 800. 

tombstone /‘tu:mstaun/ noun an offi- 

cial announcement in a newspaper show- 


ing that a major loan or a bond issue has 
been subscribed, giving details of the 
banks which have underwritten it 
(informal) 


ton /tan/ noun a measure of weight 


toner cartridge /'təunə ,ka:trid3/ 
noun a sealed plastic box containing ton- 
er 


tonnage /'tanid3/ noun a space for car- 
go in a ship, measured in tons 
“...in the dry cargo sector a total of 956 
cargo vessels of 11.6m tonnes are laid up 
— 3% of world dry cargo tonnage’ 
[Lloyd’s List] 
tonne /tan/ noun a metric ton, 1,000 ki- 
los 
“Canada agreed to the new duty-free quota 
of 600,000 tonnes a year’ [Globe and 
Mail (Toronto)]| 
tool /tu:l/ noun an instrument used for 
doing manual work, e.g. a hammer or 
screwdriver 
tool up phrasal verb to put machinery 
into a factory 
top /top/ noun 1. the upper surface or 
upper part O Do not put coffee cups on top 
of the computer. 2. the highest point or 
most important place O She rose to the top 
of her profession. m verb to go higher than 
O Sales topped £1m in the first quarter. 
(NOTE: topping — topped) m adjective 
highest or most important o to give some- 
thing top priority to make something the 
most important item, so that it is done 
very fast 
“...the base lending rate, or prime rate, is 
the rate at which banks lend to their top 
corporate borrowers’ [Wall Street Jour- 
nal] 
“...gross wool receipts for the selling sea- 
son appear likely to top $2 billion’ 
[Australian Financial Review] 
top out noun US a period of peak de- 
mand for a product m phrasal verb to 
finish the roof of a new building 
top up phrasal verb 1. to fill up some- 
thing which is not full O to top up stocks 
before the Christmas rush 2. to add to 
something to make it more complete O 
He topped up his pension contributions 
to make sure he received the maximum 
allowable pension when he retired. 
top copy /,top 'kppi/ noun the first or 
top sheet of a document which is typed 
with carbon copies 
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top-down approach /top 'daun ə 
,proutf/ noun a style of leadership, con- 
sidered a feature of large bureaucracies, 
in which plans are made and decisions 
taken by senior management and are then 
passed down to the other members of the 
organisation. Opposite bottom-up ap- 
proach 

top-flight /,top 'flart/ adjective in the 
most important position O Top-flight 
managers can earn very high salaries. O 
He is the top-ranking official in the dele- 
gation. Also called top-ranking 
top-grade /'top greid/ adjective of the 
best quality O top-grade petrol 

top-hat pension /,top het 'penfon/ 
noun a special extra pension for senior 
managers 

top management / top 
'mænıdzmənt/ noun the main directors 
of a company 

top official /,top o'f1f(a)l/ noun a very 
important person in a government depart- 
ment 

topping-out ceremony /topry ‘aut 
,Serimoni/ noun a ceremony when the 
roof of a new building is finished 

top quality /top 'kwoliti/ noun very 
best quality O We specialize in top quality 
imported goods. 

top-ranking /,top 'renkin/ adjective 
same as top-flight 

top-selling /,top 'selm/ adjective 
which sells better than all other products 
O top-selling brands of toothpaste 

tort /to:t/ noun harm done to a person or 
property which can be the basis of a civil 
lawsuit 

total /'təut(ə)l/ adjective complete or 
with everything added together O The to- 
tal amount owed is now £1000. O The 
company has total assets of over £1bn. O 
The total cost was much more than ex- 
pected. O Total expenditure on publicity is 
twice that of last year. O Our total income 
from exports rose last year. o the cargo 
was written off as a total loss the cargo 
was so badly damaged that the insurers 
said it had no value E noun an amount 
which is complete, with everything added 
up O The total of the charges comes to 
more than £1,000. @ verb to add up to O 
costs totalling more than £25,000 (NOTE: 
totalling — totalled. The US spelling is 
totaling — totaled.) 














total cost of ownership /,tovt(o)l 
kpst ov 'əunəfıp/ noun a systematic 
method of calculating the total cost of 
buying and using a product or service. It 
takes into account not only the purchase 
price of an item but also related costs such 
as ordering, delivery, subsequent use and 
maintenance, supplier costs and after-de- 
livery costs. 

total invoice value /,tout(o)l 'Invors 
,Vveelju:/ noun the total amount on an in- 
voice, including transport, VAT, etc. 
total loss control /,taut(a)l los kan 
'trəul/ noun an approach to risk manage- 
ment that involves the implementation of 
safety procedures to minimise the effects 
of a total or partial loss of an organisa- 
tion’s physical assets or its employees on 
its performance 

totally /‘tavt(a)li/ adverb completely O 
The factory was totally destroyed in the 


fire. O The cargo was totally ruined by 


water. 

total quality management 
/,tout(a)l ,|kwoliti 'mænıdzmənt/ noun 
a management style which demands com- 
mitment to maintain and improve quality 
throughout the workforce (with control of 
systems, quality, inspection of working 
practices, etc.). Abbreviation TQM 

total systems approach /,tout(o)l 
‘sistomz ə,prəut f/ noun a way of organ- 
ising a large company, in which the sys- 
tems in each section are all seen as part of 
the total corporate system 

tourism /'tusriz(a)m/ noun the busi- 
ness of providing travel, hotel rooms, 
food, entertainment, etc., for tourists 
tourist /‘tuartst/ noun a person who 
goes on holiday to visit places away from 
home 

tourist bureau /'tuərıst ,bjusrau/ 
nounan office which gives information to 
tourists about the place where it is situat- 
ed 

tourist class /'tuarist klars/ noun a 
lower quality or less expensive way of 
travelling O He always travels first class, 
because he says tourist class is too un- 
comfortable. 

tourist information /,tuorist ,mfo 
'merf(ə)n/ noun information for tourists 
tourist season /‘tuorist ,si:z(a)n/ 
noun a period when there are many peo- 
ple on holiday 
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tourist visa /‘tuorist ,vi:zə/ noun a 
visa which allows a person to visit a coun- 
try for a short time on holiday 


tour operator /‘tu:or ,ppərertə/ noun 
a person or company which organizes 
tours 


tout /taut/ noun a person who sells tick- 
ets (to games or shows) for more than the 
price printed on them m@ verb 1. o to tout 
for custom to try to attract customers 2. 
US to make extravagant publicity for a 
product 


TQM abbr total quality management 


trace /treis/ noun a very small amount 
O There was a trace of powder on his 
coat. O She showed no trace of anger. m 
verb 1. to find where someone or some- 
thing is O we couldn’t trace the order 2. 
to copy a drawing, etc., by placing a sheet 
of transparent paper over it and drawing 
on it O she traced the map 


tracing paper /'tretsty ,perpo/ noun 
transparent paper for copying drawings, 
etc. O This is a copy I made on tracing pa- 
per. 


track /træķ/ noun o to keep track of to 
keep an account, to keep yourself in- 
formed about O 7 like to keep track of new 
developments in computer technology. 
to lose track of someone or something 
not to know where someone or something 
is O We lost track of our rep in Turkey. W 
verb to follow someone or something; to 
follow how something develops, such as 
one of the stock market indices O This 
fund tracks the Footsie Index. 
“...tracking the stock market is a good way 
of providing for the long term, if you’re 
prepared to ride the ups and downs’ 
[Investors Chronicle] 
tracker fund /'treko fand/ noun a 
fund which tracks one of the stock market 
indices, such as the FTSE 
track record /'træk ,reko:d/ noun the 
success or failure of a company or sales- 
person in the past O He has a good track 
record as a secondhand car salesman. O 
The company has no track record in the 
computer market. O We are looking for 
someone with a track record in the com- 
puter market. 
trade /treid/ noun 1. the business of 
buying and selling o to do a good trade 
in a range of products to sell a large 
number of a range of products 2. o to im- 






























































pose trade barriers on to restrict the im- 
port of some goods by charging high duty 
3. a particular type of business, or people 
or companies dealing in the same type of 
product O He’s in the secondhand car 
trade. O She’s very well known in the 
clothing trade. ™ verb to buy and sell, to 
carry on a business O We trade with all the 
countries of the EU. O She trades on the 
Stock Exchange. O The company has 
stopped trading. O The company trades 
under the name ‘Eeziphitt’. 
“...a sharp setback in foreign trade ac- 
counted for most of the winter slowdown. 
The trade balance sank $17 billion’ [For- 
tune | 
“...at its last traded price, the bank was 
capitalized around $1.05 billion’ 
[South China Morning Post] 
“,..with most of the world’s oil now traded 
on spot markets, Opec’s official prices are 
much less significant than they once were’ 
[Economist] 
‘...the London Stock Exchange said that 
the value of domestic UK equities traded 
during the year was £1.4066 trillion, more 
than the capitalization of the entire Lon- 
don market and an increase of 36 per cent 
compared with previous year’s total of 
£1.037 trillion’ [Times] 
“...trade between Britain and other coun- 
tries which comprise the Economic 
Community has risen steadily from 33% 
of exports to 50% last year’ [Sales & 
Marketing Management] 
trade in phrasal verb 1. to buy and sell 
specific items O The company trades in 
imported goods. O They trade in French 
wine. 2. to give in an old item as part of 
the payment for a new one O The chair- 
man traded in his old Rolls Royce for a 
new model. 


trade agreement /'treid 9,gri:mont/ 
noun an international agreement between 
countries over general terms of trade 


trade association /'treid əsəusi 
,e1f(a)n/ noun a group which links to- 
gether companies in the same trade 


trade balance /treid 'belons/ noun 
same as balance of trade 


trade barrier /‘tretd ,berio/ noun a 
limitation imposed by a government on 
the free exchange of goods between coun- 
tries. Also called import restriction 
(NOTE: NTBs, safety standards and tar- 
iffs are typical trade barriers.) 


trade bill 
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trade bill /‘tretd bil/ noun a bill of ex- 
change between two companies who are 
trading partners. It is issued by one com- 
pany and endorsed by the other. 


trade bureau /'treid ,bjuarau/ noun 
an office which specialises in commercial 
inquiries 

trade counter /'treid ,kaunta/ noun a 
shop in a factory or warehouse where 
goods are sold to retailers 


trade creditors /'treid ,kreditoz/ plu- 
ral noun companies which are owed mon- 
ey by a company. The amount owed to 
trade creditors is shown in the annual ac- 
counts. 


trade cycle /'trerd ,satk(a)l/ noun a 
period during which trade expands, then 
slows down, then expands again 

trade debtor /'tretd ,deta/ noun a 
debtor who owes money to a company in 
the normal course of that company’s trad- 
ing 

trade deficit /'trerd ,deftsit/ noun the 
difference in value between a country’s 
low exports and higher imports. Also 
called balance of payments deficit, 
trade gap 


trade description /treid di'skripfon/ 
noun a description of a product to attract 
customers 


Trade Descriptions Act /,tre1d di 
'‘skripfanz ekt/ noun an act which lim- 
its the way in which products can be de- 
scribed so as to protect customers from 
wrong descriptions made by manufactur- 
ers 


trade directory /'trerd dat,rekt(a)ri/ 
noun a book which lists all the businesses 
and business people in a town 


trade discount /treid ‘diskaunt/ 
noun a reduction in price given to a cus- 
tomer in the same trade 


traded options /,treidid 'opfənz/ 
plural noun options to buy or sell shares 
at a specific price on a specific date in the 
future, which themselves can be bought 
or sold 


trade fair /'trerd fea/ noun a large ex- 
hibition and meeting for advertising and 
selling a specific type of product O There 
are two trade fairs running in London at 
the same time — the carpet manufacturers’ 
and the mobile telephones. 


trade figures /'treid ,figaz/ noun 
government statistics showing the value 
of a country’s trade with other countries 
trade gap /'treid gzp/ noun same as 
trade deficit 

trade-in /'trerd 1n/ noun an old item, 
e.g. a car or washing machine, given as 
part of the payment for a new one O She 
bought a new car and gave her old one as 
a trade-in. 

trade-in price /'trerd m prats/, trade- 
in allowance /'tre1d in 9,lavons/ noun 
an amount allowed by the seller for an old 
item being traded in for a new one 

trade journal /'trerd ,d33:n(9)l/ noun 
a magazine or newspaper produced for 
people and companies in a certain trade 
trade magazine /'trerd mzgo,zi:n/ 
noun a magazine aimed at working peo- 
ple in a specific industry 

trademark /‘treidma:k/, trade name 
/'tretd nerm/ noun a name, design or 
symbol which has been registered by the 
manufacturer and which cannot be used 
by other manufacturers. It is an intangible 
asset. O You can’t call your beds 
‘Softn’kumfi’ — it is a registered trade- 
mark. 

trade mission /'treid ,m1f(9)n/ noun 
a visit by a group of businesspeople to 
discuss trade O He led a trade mission to 
China. 

trade-off /'trerd pf/ noun an act of ex- 
changing one thing for another as part of 
a business deal (NOTE: The plural is 
trade-offs.) 

trade paper /,treid 'perpa/ noun a 
newspaper aimed at people working in a 
specific industry 

trade practices /‘treid ,prektrsiz/ 
plural noun same as industrial practic- 
es 

trade press /'treid pres/ noun all 
magazines produced for people working 
in a certain trade 

trade price /'trerd prats/ noun a spe- 
cial wholesale price paid by a retailer to 
the manufacturer or wholesaler 

trader /'treida/ noun 1. a person who 
does business 2. a person who buys or 
sells stocks, shares and options 

trade secret /,tre1d 'sitkrat/ noun in- 
formation (especially about manufactur- 
ing) which a company has and will not 
give to other companies 
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tradesman /'trerdzmon/ noun 1. a 
shopkeeper 2. US a skilled craftsman 
(NOTE: [all senses] The plural is trades- 
men.) 
tradespeople /'treidz,pi:p(o)l/ plural 
noun shopkeepers 
trade surplus /'trerd ,s3:plas/ noun 
the difference in value between a coun- 
try’s high exports and lower imports 
‘Brazil’s trade surplus is vulnerable both 
to a slowdown in the American economy 
and a pick-up in its own’ [Economist] 
trade terms /'trerd t3:mz/ plural noun 
a special discount for people in the same 
trade 
trade union /treid 'ju:njon/, trades 
union /,trerdz 'ju:njon/ noun an em- 
ployees’ organisation which represents its 
members in discussions with employers 
about wages and conditions of employ- 
ment O Both the trade union representa- 
tives and the management side hope to be 
able to avert a strike. O The trade union is 
negotiating with the management for a 
shorter working week. O He has applied 
for trade union membership or he has ap- 
plied to join a trade union. 
trade unionist /,tretd 'ju:njonist/ 
noun a member of a trade union 
trade-weighted index /treid ,weitid 
'ındeks/ noun an index of the value of a 
currency calculated against a basket of 
currencies 


trading /'tretdin/ noun 1. the business 
of buying and selling 2. an area of a bro- 
king house where dealing in securities is 
carried out by phone, using monitors to 
display current prices and stock exchange 
transactions 

trading account /'tretdin o,kaunt/ 
noun an account of a company’s gross 
profit 

trading area /'treidin ,eəriə/ noun a 
group of countries which trade with each 
other 

trading bloc /'trerdıy blok/ noun a 
group of countries which trade with each 
other on special terms 

trading company /‘treidin 
skamp(9)ni/ noun a company which spe- 
cialises in buying and selling goods 
trading estate /'treidin 1,stert/ noun 
an area of land near a town specially for 
building factories and warehouses 


trading floor /‘tretdin flo:/ noun same 
as dealing floor 


trading loss /‘trerdin los/ noun a situ- 
ation where a company’s receipts are less 
than its expenditure 


trading partner /‘tretdin ,pa:tno/ 
noun a company or country which trades 
with another 


trading profit /'trerdıy ,profit/ noun 
a result where the company’ receipts are 
higher than its expenditure 


trading session /'trerdıy ,sef(ə)n/ 
noun one period (usually a day) during 
which trading takes place on a stock ex- 
change 


trading stamp /'trerdıy stæmp/ noun 
a special stamp given away by a shop, 
which the customer can collect and ex- 
change later for free goods 


traffic /'træfık/ noun 1. the movement 
of cars, lorries, trains or planes, move- 
ment of people or goods in vehicles O 
there is an increase in commuter traffic or 
goods traffic on the motorway O Passen- 
ger traffic on the commuter lines has de- 
creased during the summer. 2. an illegal 
trade O drugs traffic or traffic in drugs W 
verb to deal illegally O they are trafficking 
in drugs (NOTE: trafficking — trafficked) 


train /trem/ verb 1. to teach someone to 
do something O She trained as an ac- 
countant. © The company has appointed 
a trained lawyer as its managing director. 
2. to learn how to do something 


trainee /tret'ni:/ noun a person who is 
learning how to do something O We take 


five graduates as trainees each year. O 


Office staff with leadership potential are 
selected for courses as trainee managers. 
O We employ an additional trainee ac- 
countant at peak periods. 

traineeship /trer'ni:{1p/ noun a post 
as a trainee 

training /'trernıy/ noun the process of 
being taught how to do something O 
There is a ten-week training period for 
new staff. O The shop is closed for staff 
training. O After six months’ training he 
thought of himself as a professional sales- 
man. 

training board /‘tremin bo:d/ noun a 
government organization set up by each 
industry to provide and coordinate train- 
ing for that industry 


training levy 
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training levy /'tremip ,levi/ noun a 
tax to be paid by companies to fund the 
government’s training schemes 
training officer /‘tremrp ,pf1so/ noun 
a person who deals with the training of 
staff in a company 
training unit /'trernıy ,ju:nit/ noun a 
special group of teachers who organise 
training for companies 
tranche /tra:nJ/ noun one of a series of 
instalments, used when referring to loans 
to companies, government securities 
which are issued over a period of time, or 
money withdrawn by a country from the 
IMF O The second tranche of interest on 
the loan is now due for payment. 
transact /træn'zækt/ verb o to trans- 
act business to carry out a piece of busi- 
ness 
transaction /tren'zekfan/ noun o a 
transaction on the Stock Exchange a 
purchase or sale of shares on the Stock 
Exchange O The paper publishes a daily 
list of Stock Exchange transactions. 
fraudulent transaction a transaction 
which aims to cheat someone 
‘...the Japan Financial Intelligence Office 
will receive reports on suspected criminal 
transactions from financial institutions, 
determine where a probe should be 
launched and provide information to in- 
vestigators’ [Nikkei Weekly] 
transactional analysis /træn 
,zekf(a)nol ə'næləsıs/ noun a psycho- 
logical theory, sometimes used in educa- 
tion and training, that describes patterns 
of feeling, thought, and behaviour that in- 
fluence how individuals interact with, 
communicate with, and relate to each oth- 
er O Transactional analysis sessions have 
helped many of our managers deal more 
effectively with subordinates. 
transfer /'trænsfs:/ noun an act of 
moving an employee to another job in the 
same organisation O She applied for a 
transfer to our branch in Scotland. M verb 
1. to move someone or something to a dif- 
ferent place, or to move someone to an- 
other job in the same organisation O The 
accountant was transferred to our Scot- 
tish branch. © He transferred his shares 
to a family trust. O She transferred her 
money to a deposit account. 2. to move an 
employee to another job in the same or- 
ganisation 3. to change from one type of 
travel to another O When you get to Lon- 






































don airport, you have to transfer onto an 
internal flight. (NOTE: transferring — 
transferred) 


transferable /trens'fs:rab(9)l/ adjec- 
tive possible to pass to someone else 
the season ticket is not transferable the 
ticket cannot be given or lent to someone 
else to use 


transfer of property /,trensfs: ov 
‘propoti/, transfer of shares /,treensf3: 
av 'feəz/ noun the act of moving the 
ownership of property or shares from one 
person to another 


Transfer of Undertakings (Pro- 
tection of Employment) full form of 
TUPE 


transfer passenger /'trænsfs: 
,pesind39/ noun a traveller who is 
changing from one aircraft or train or bus 
to another, or to another form of transport 


transferred charge call /træns f3:d 
'tfardz ko:l/ noun a phone call where the 
person receiving the call agrees to pay for 
it 

transformative potential /træns 
formatrv pa'tenf(a)l/ noun the ability 
of something such as information tech- 
nology to change the economy, society 
and business 

tranship /tren'Jrp/ verb to move cargo 
from one ship to another (NOTE: tran- 
shipping — transhipped) 

transit /'trænsıt/ noun the movement 
of passengers or goods on the way to a 
destination O Some of the goods were 
damaged in transit. 0 goods in transit 
goods being transported from warehouse 
to customer 


transit visa /'trensit ,vi:zo/ noun a 
document which allows someone to 
spend a short time in one country while 
travelling to another country 

translate /trzns'leit/ verb 1. to put 
something which is said or written in one 
language into another language O He 
asked his secretary to translate the letter 


























from the German agent. O We have had 


the contract translated from French into 
Japanese. 2. to change something into an- 
other form 

translation § /trens'le1f(a)n/ noun 
something which has been translated O 
She passed the translation of the letter to 
the accounts department. 
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translation bureau /,træns'lerf(ə)n 
,bjuarau/ noun an office which translates 
documents for companies 

translator /træns'lertə/ noun a person 
who translates 

transmission /trænz'mıf(ə)n/ noun 
sending O transmission of a message 
transmit /treenz'mit/ verb to send (a 
message) (NOTE: transmitting — trans- 
mitted) 

transnational /treenz'neJ(a)nol/ 
noun same as multinational 
transnational corporation /trenz 
neJ(a)nol korpa'rerf(a)n/ noun a large 
company which operates in various coun- 
tries 

transport /'treenspo:t/ noun the mov- 
ing of goods or people O air transport or 
transport by air O rail transport or trans- 
port by rail O road transport or transport 
by road O the passenger transport servic- 
es into London O What means of trans- 
port will you use to get to the factory? m 
verb /treens'poit/ to move goods or peo- 
ple from one place to another in a vehicle 
O The company transports millions of 
tons of goods by rail each year. O The vis- 
itors will be transported to the factory by 
air or by helicopter or by taxi. 
transportable /trzns'po:tab(a)l/ ad- 
jective which can be moved 
transportation /,trenspo:'terf(9)n/ 
noun 1. the moving of goods or people 
from one place to another 2. vehicles used 
to move goods or people from one place 
to another O The company will provide 
transportation to the airport. 
transporter /trzns'po:to/ noun a 
company which transports goods 
Transports Internationaux 
Routiers /,tromspo:z  ,entenesjo 
‘nou ,ruitiet/ noun a system of interna- 
tional documents which allows dutiable 
goods to cross several European countries 
by road without paying duty until they 
reach their final destination. Abbreviation 
TIR 

travel /'træv(ə)l/ noun the moving of 
people from one place to another or from 
one country to another O Overseas travel 
is a very important part of the job. ™ verb 
1. to move from one place to another or 
from one country to another O He travels 
to the States on business twice a year. O In 
her new job, she has to travel abroad at 


least ten times a year. 2. to go from one 
place to another, showing a company’s 
goods to buyers and taking orders from 
them O She travels in the north of the 
country for an insurance company. 
(NOTE: travelling — travelled. The US 
spelling is traveling — traveled) 

travel agency /‘trev(a)l ,erd3ansi/ 
noun an office which arranges travel for 
customers 

travel agent /'træv(ə)l ,erd3ant/ noun 
a person in charge of a travel agency 
travel allowance /'træv(ə)l ə, lauəns/ 
noun money which an employee is al- 
lowed to spend on travelling 

travel expenses /'trev(a)l ık 
spensiz/ plural noun money spent on 
travelling and hotels for business purpos- 
es 

traveller /'træv(ə)lə/ noun a person 
who travels (NOTE: The US spelling is 
traveler.) 

travellers cheques /'trev(a)loz 
tfeks/ plural noun cheques bought by a 
traveller which can be cashed in a foreign 
country 

travelling expenses /'trev(o)lin ek 
spensiz/ plural noun money spent on 
travelling and hotels for business purpos- 
es 

travel magazine /'trev(s)l maga 
,ziin/ noun a magazine with articles on 
holidays and travel 

travel organisation /'træv(ə)l 
oigonaizelf(a)n/ noun a body repre- 
senting companies in the travel business 
travel trade /'træv(ə)l tretd/ noun all 
businesses which organise travel for peo- 
ple 

treasurer /'trezora/ noun 1. a person 
who looks after the money or finances of 
a club or society, etc. 2. company official 
responsible for finding new finance for 
the company and using its existing finan- 
cial resources in the best possible way 3. 
US the main financial officer of a compa- 
ny 4. (in Australia) the finance minister in 
the government 

Treasury /'trezori/ noun 1. a govern- 
ment department which deals with the 
country’s finance (NOTE: The term is 
used in both the UK and the US; in most 
other countries this department is called 
the Ministry of Finance.) 2. US same as 
Treasury bill 


Treasury bill 
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Treasury bill /'trezori bıl/ noun a 
short-term financial instrument which 
does not give any interest and is sold by 
the government at a discount through the 
central bank. In the UK, their term varies 
from three to six months, in the USA, 
they are for 91 or 182 days, or for 52 
weeks. (NOTE: In the USA, they are also 
called Treasuries or T-bills.) 


Treasury bond /'trezari bond/ nouna 
long-term bond issued by the British or 
US government 


Treasury note /'trezari nout/ noun a 
medium-term bond issued by the US gov- 
ernment 


Treasury Secretary /'trezəri 
sekrət(ə)ri/ noun US the member of the 
US government in charge of finance 
(NOTE: The equivalent of the Finance 
Minister in most countries, or of the 
Chancellor of the Exchequer in the 
UK) 

Treasury stocks /'trezari stokz/ plu- 
ral noun stocks issued by the British gov- 
ernment. Also called Exchequer stocks 
treasury tag /'trezori tæg/ noun a 
short piece of string with two metal pieces 
at the ends, which are put through holes in 
sheets of paper or cards to hold them to- 
gether 


treaty /'tri:ti/ noun 1. an agreement be- 
tween countries O The two countries 
signed a commercial treaty. 2. an agree- 
ment between individual persons o to sell 
a house by private treaty to sell a home 
to another person not by auction 


treble /'treb(ə)l/ verb to increase three 
times, or to make something three times 
larger O The company’s borrowings have 
trebled. O The acquisition of the chain of 
stores has trebled the group’s turnover. m 
adverb three times O Our borrowings are 
treble what they were last year. 


trend /trend/ noun a general way in 
which things are developing O a down- 
ward trend in investment O There is a 
trend away from old-established food 
stores. O The report points to inflationary 
trends in the economy. O We notice a gen- 
eral trend towards selling to the student 
market. O We have noticed an upward 
trend in sales. 

“...the quality of building design and ease 

of accessibility will become increasingly 

important, adding to the trend towards out- 














of-town office 
[Lloyd’s List] 
trial /‘tratol/ noun 1. a court case to 
judge a person accused of a crime O He is 
on trial or is standing trial for embezzle- 
ment. 2. a test to see if something is good 
on trial in the process of being tested O 
The product is on trial in our laborato- 
ries. HM verb to test a product to see how 
good it is (NOTE: trialling — trialled) 
trial balance /'trarol ,balons/ noun 
the draft calculation of debits and credits 
to see if they balance 
trial period /,trarəl 'prəriəd/ noun the 
time when a customer can test a product 
before buying it 
trial sample /'trarəl ,sa:mpol/ noun a 
small piece of a product used for testing 
tribunal /trai'bju:n(9)l/ noun an offi- 
cial court which examines special prob- 
lems and makes judgements 
trigger /'triga/ noun a thing which 
starts a process W verb to start a process 
“...the recovery is led by significant de- 
clines in short-term interest rates, which 
are forecast to be roughly 250 basis points 
below their previous peak. This should 
trigger a rebound in the housing markets 
and consumer spending on durables’ 
[Toronto Globe & Mail] 
COMMENT: If an individual or a company 
buys 5% of a company’s shares, this 
shareholding must be declared to the 
company. If 15% is acquired it is as- 
sumed that a takeover bid will be made, 
and no more shares can be acquired for 
seven days to give the target company 
time to respond. There is no obligation to 
make a bid at this stage, but if the hold- 
ing is increased to 30%, then a takeover 
bid must be made for the remaining 
70%. If 90% of shares are owned, then 
the owner can purchase all outstanding 
shares compulsorily. These trigger 
points are often not crossed, and it is 
common to see that a company has ac- 
quired 14.9% or 29.9% of another com- 
pany’s shares. 
trigger point /'trıgə pomnt/ noun a 
point in acquiring shares in a company 
where the purchaser has to declare an in- 
terest or to take certain action 
COMMENT: If an individual or a company 
buys 5% of a company’s shares, this 
shareholding must be declared to the 
company. If 15% is acquired it is as- 
sumed that a takeover bid will be made, 
and no more shares can be acquired for 
seven days to give the target company 
time to respond. There is no obligation to 


development’ 
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make a bid at this stage, but if the hold- 
ing is increased to 30%, then a takeover 
bid must be made for the remaining 
70%. If 90% of shares are owned, then 
the owner can purchase all outstanding 
shares compulsorily. These trigger 
points are often not crossed, and it is 
common to see that a company has ac- 
quired 14.9% or 29.9% of another com- 
pany’s shares. 
trillion /‘triljan/ noun one million mil- 
lions (NOTE: In the UK, trillion now has 
the same meaning as in the USA; for- 
merly in UK English it meant one million 
million millions, and it is still sometimes 
used with this meaning; see also the 
note at billion.) 
“...if land is assessed at roughly half its 
current market value, the new tax could 
yield up to ¥10 trillion annually’ 
[Far Eastern Economic Review | 
“...behind the decline was a 6.1% fall in 
exports to ¥47.55 trillion, the second year 
of falls. Automobiles and steel were 
among categories showing particularly 
conspicuous drops’ [Nikkei Weekly] 
“...the London Stock Exchange said that 
the value of domestic UK equities traded 
during the year was £1.4066 trillion, more 
than the capitalization of the entire Lon- 
don market and an increase of 36 per cent 
compared with previous year’s total of 
£1.037 trillion’ [Times] 
trip /trıp/ noun a journey 
triple /'trrp(o)l/ verb to become three 
times larger, or to multiply something 
three times O The company’s debts tripled 
in twelve months. O The acquisition of the 
chain of stores has tripled the group’s 
turnover. @ adjective three times as much 
O The cost of airfreighting the goods is 
triple their manufacturing cost. 
triplicate /'tripltkot/ noun o in tripli- 
cate with an original and two copies O 
The invoices are printed in triplicate. O 
The application form should be complet- 
ed in triplicate. o invoicing in triplicate 
the preparing of three copies of invoices 
trouble /'trab(9)l/ noun a problem or 
difficult situation O we are having some 
computer trouble or some trouble with the 
computer O we are having some union 
trouble or some trouble with the union O 
There was some trouble in the warehouse 
after the manager was fired. 
troubleshooter /'trab(ə)lfu:tə/ noun 
a person whose job is to solve problems in 
a company O They brought in a trouble- 


























shooter to try to sort out the management 
problems. 


trough /trof/ noun a low point in the 
economic cycle 


troy ounce /,tror 'auns/ noun a meas- 
urement of weight (= 31.10 grammes) 
(NOTE: In writing, often shortened to troy 
oz. after figures: 25.2 troy oz.) 


troy weight/,tror 'wert/ noun a system 

of measurement of weight used for gold 

and other metals, such as silver and plati- 

num 
COMMENT: Troy weight is divided into 
grains, pennyweights (24 grains = 1 pen- 
nyweight), ounces (20 pennyweights = 1 
ounce) and pounds (12 troy ounces = 1 
pound). Troy weights are slightly less 
than their avoirdupois equivalents; the 
troy pound equals 0.37kg or 0.82Ib avoir- 
dupois; see also avoirdupoids. 

truck /trak/ noun 1. a large motor vehi- 

cle for carrying goods 2. an open railway 

wagon for carrying goods 

trucker /'traka/ noun a person who 

drives a truck 


trucking /‘trakin/ noun the carrying of 
goods in trucks O a trucking firm 


truckload /'trakloud/ noun a quantity 
of goods that fills a truck 


true /tru:/ adjective correct or accurate 


true and fair view /,tru: on feo 'vju:/ 
noun a correct statement of a company’s 
financial position as shown in its accounts 
and confirmed by the auditors 

true copy /,tru: 'kppi/ noun an exact 
copy O I certify that this is a true copy. O 
It is certified as a true copy. 


trunk call /‘trank ko:l/ noun a call to a 
number in a different zone or area 


trust /trast/ noun 1. the fact of being 
confident that something is correct or will 
work o we took his statement on trust 
we accepted his statement without exam- 
ining it to see if it was correct 2. a legal ar- 
rangement to pass goods, money or valu- 
ables to someone who will look after 
them well O She left his property in trust 














for her grandchildren. 3. the management 


of money or property for someone O They 
set up a family trust for their grandchil- 
dren. 4. US a small group of companies 
which control the supply of a product W 
verb o to trust someone with something 
to give something to someone to look af- 
ter O Can he be trusted with all that cash? 
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trustbusting /'trastbastıy/ noun US 
the breaking up of monopolies to encour- 
age competition 

trust company /'trast ,kamp(o)ni/ 
noun US an organisation which supervis- 
es the financial affairs of private trusts, 
executes wills, and acts as a bank to a lim- 
ited number of customers 

trust deed /‘trast di:d/ noun a docu- 
ment which sets out the details of a pri- 
vate trust 


trustee /tra'stit/ noun a person who has 


charge of money in trust O the trustees of 


the pension fund 
trust fund /'trast fand/ noun assets 
such as money, securities or property held 
in trust for someone 
trustworthy /'trastws:ði/ adjective 
(person) who can be trusted O our cash- 
iers are completely trustworthy 
Truth in Lending Act /,tru:6 ım 
‘lendiy ekt/ noun a US Act of 1969, 
which forces lenders to state the full terms 
of their interest rates to borrowers 
TUC abbr Trades Union Congress 
tune /tju:n/ noun o the bank is back- 
ing him to the tune of £10,000 the bank 
is helping him with a loan of £10,000 
TUPE noun the legislation that protects 
employees’ rights and contract terms 
when one company is bought by another. 
There are lots of links on the web — here 
is the top one from the dti. ht- 
tp://www.dti.gov.uk/er/tupe/consult.htm. 
Full form Transfer of Undertakings 
(Protection of Employment) 
turbulence /'ts:bjulons/ noun rapid 
and unexpected changes within an organ- 
isation or in external conditions, which 
affect the organisation’s performance 
turkey /'ts:ki/ noun a bad investment, 
an investment which has turned out to be 
worthless (informal) 
turn /ts:n/ noun 1. a movement in a cir- 
cle, or a change of direction 2. a profit or 
commission O She makes a turn on every- 
thing he sells. ™ verb to change direction, 
to go round in a circle 
turn down phrasal verb to refuse 
something O The board turned down the 
proposal. O The bank turned down their 
request for a loan. O The application for 
a licence was turned down. O He turned 
down the job he was offered. 
turn out phrasal verb to produce O The 














factory turns out fifty units per day. 
turn over phrasal verb 1. to have a spe- 
cific amount of sales O We turn over 
£2,000 a week. 2. US to pass something 
to someone O She turned over the docu- 
ments to the lawyer. (NOTE: In this 
meaning, the usual UK term is hand 
over.) 
“...a 100,000 square foot warehouse can 
turn its inventory over 18 times a year, 
more than triple a discounter’s turnover’ 
[Duns Business Month] 
*...he is turning over his CEO title to one 
of his teammates, but will remain chair- 
man for a year’ [Duns Business Month] 
turn round phrasal verb to make a 
company change from making a loss to 
become profitable o they turned the 
company round in less than a year 
they made the company profitable in 
less than a year 
turnaround /'ts:noraund/ noun espe- 
cially US same as turnround 
turnkey operation (noun), 
'tainki: ppa,rerf(a)n/ noun a deal where 
a company takes all responsibility for 
constructing, fitting and staffing a build- 
ing (such as a school, hospital or factory) 
so that it is completely ready for the pur- 
chaser to take over 
turnover /'tsinəuvə/ noun 1. the 
amount of sales of goods or services by a 
company O The company’s turnover has 
increased by 235%. O We based our cal- 
culations on the forecast turnover. (NOTE: 
The US term is sales volume.) 2. the 
number of times something is used or sold 
in a period, usually one year, expressed as 
a percentage of a total 
turnover of labour /,ts:nouvor ov 
‘lerbo/ noun same as labour turnover 
turnover tax /'tsinouvo teks/ noun 
same as Sales tax 
turnround /'tsinraund/ noun 1. the 
value of goods sold during a year divided 
by the average value of goods held in 
stock (NOTE: The US term is turna- 
round.) 2. the action of emptying a ship, 
plane, etc., and getting it ready for anoth- 
er commercial journey (NOTE: The US 
term is turnaround.) 3. the act of making 
a company profitable again (NOTE: The 
US term is turnaround.) 4. processing 
orders and sending out the goods 
“...the US now accounts for more than 
half our world-wide sales; it has made a 














429 


typist 





huge contribution to our earnings turn- 
round’ [Duns Business Month] 
turnround time /‘ts:n,raund tarm/ 
noun the time taken from receiving an or- 
der and supplying the goods 
TV spot /,ti: 'vi: ,sppt/ noun a short pe- 
riod on TV which is used for commercials 
O We are running a series of TV spots 
over the next three weeks. 
TV station /,ti: vi: 'sterf(a)n/ noun a 
building where TV or radio programmes 
are produced 
24/7 /,twenti fo: 'sev(a)n/ adverb 
twenty-four hours a day, every day of the 
week (NOTE: Businesses often advertise 
themselves as being ‘open 24/7’.) 
24-hour banking /,twentifo:r avo 
‘beenkin/ noun a banking service provid- 
ed during the whole day (e.g. by cash dis- 
pensers in the street and online services) 
COMMENT: 24-hour trading is now possi- 
ble because of instant communication to 
Stock Exchanges in different time zones; 
the Tokyo Stock Exchange closes about 
two hours before the London Stock Ex- 
change opens; the New York Stock Ex- 
change opens at the same time as the 
London one closes 
24-hour service /,twenti foir aus 
‘ssivis/ noun help which is available for 
the whole day 
24-hour trading /twenti foir avo 
'treidin/ trading in bonds, securities and 
currencies during the whole day 
COMMENT: 24-hour trading is now possi- 
ble because of instant communication to 
Stock Exchanges in different time zones; 
the Tokyo Stock Exchange closes about 
two hours before the London Stock Ex- 
change opens; the New York Stock Ex- 


change opens at the same time as the 

London one closes. 
two-bin system /,tu:bm_ 'ststom/ 
noun warehousing system, where the first 
bin contains the current working stock, 
and the second bin has the backup stock 
two-part /,tu:'pa:t/ adjective paper 
(for computers or typewriters) with a top 
sheet for the original and a second sheet 
for a copy O two-part invoices O two-part 
stationery 
two-way trade /,tu: wer 'trerd/ noun 
trade between two countries or partners 
tycoon /tar'ku:n/ noun an important 
businessman 
typewriter /‘tarpraito/ noun a machine 
which prints letters or figures on a piece 
of paper when keys are pressed O porta- 
ble typewriter O electronic typewriter 
typewritten /‘tarprit(s)n/ adjective 
written on a computer keyboard, not 
handwritten O He sent in a typewritten 


job application. 


typing /'tarprn/ noun the act of keying 
words on a keyboard o copy typing typ- 
ing documents from handwritten origi- 
nals, not from dictation 

typing error /'tarpıy ,era/ noun a mis- 
take made when typing O The secretary 
must have made a typing error. 

typist /‘tarpist/ noun a person whose 
job is to write letters using a computer 
keyboard O The HR department needs 
more typists to deal with all the corre- 
spondence. copy typist person who 
types documents from handwritten origi- 
nals not from dictation 
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ultimate /'altrmot/ adjective last or fi- 
nal 

ultimate consumer /,altrmot kon 
‘sjurmo/ noun the person who actually 
uses the product 

ultimately /‘altrmotli/ adverb in the 
end O Ultimately, the management had to 
agree to the demands of the union. 
ultimatum $ /,altt'meitom/ noun a 
statement to someone that unless they do 
something within a period of time, action 
will be taken against them O The union 
Officials argued among themselves over 
the best way to deal with the ultimatum 
from the management. (NOTE: The plural 
is ultimatums or ultimata.) 

umbrella organisation /am'brelo 
oigonaizelf(9)n/ noun a large organisa- 
tion which includes several smaller ones 
UN abbr United Nations 
unacceptable /,anok'septab(a)l/ ad- 
jective which cannot be accepted O The 
terms of the contract are quite unaccepta- 
ble. 

unaccounted for /,ano'kauntid fo:/ 
adjective lost without any explanation O 
Several thousand units are unaccounted 
for in the stocktaking. 

unanimous /ju:'nznimos/ adjective 
where everyone agrees or votes in the 
same way O There was a unanimous vote 
against the proposal. O They reached 
unanimous agreement. 

unanimously /ju:'nemimeasli/ ad- 
verb with everyone agreeing O The pro- 
posals were adopted unanimously. 
unaudited /an'o:ditid/ adjective hav- 
ing not been audited O unaudited ac- 
counts 

unauthorised /an's:0oraizd/, unau- 
thorized adjective not permitted O unau- 
thorised access to the company’s records 


O unauthorised expenditure O No unau- 
thorised persons are allowed into the lab- 
oratory. 

unavailability /,anoverla'biliti/ noun 
the fact of not being available O The una- 
vailability of any reliable sales data 
makes forecasting difficult. 
unavailable /,ano'verlab(a)l/ adjec- 
tive not available O The following items 
on your order are temporarily unavaila- 
ble. 

unavoidable /,ano'voidab(9)l/ adjec- 
tive which cannot be avoided O Flights 
are subject to unavoidable delays. 


unbalanced /an'belonst/ adjective 
referring to a budget which does not bal- 
ance or which is in deficit 


unbanked /an'beykt/ adjective 1. re- 
ferring to a person who does not have a 
bank account 2. referring to a cheque 
which has not been deposited in a bank 
account 

unbundling /an'band(a)lin/ noun 1. 
the process of separating companies from 
a conglomerate (the companies were in- 
dependent in the past, and have been ac- 
quired by the conglomerate over a period 
of time) 2. US the practice of charging 
separately for each different service pro- 
vided 


uncalled /an'ko:ld/ adjective referring 
to capital which a company is authorised 
to raise and has been issued but for which 
payment has not yet been requested 


uncashed /an'keJt/ adjective having 
not been cashed O uncashed cheques 


unclaimed baggage /,anklermd 
‘beegid3/ noun cases which have been 
left with someone and have not been 
claimed by their owners O unclaimed 
property or unclaimed baggage will be 
sold by auction after six months 
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uncollected /,anka'lektid/ adjective 
which has not been collected O uncollect- 
ed subscriptions O uncollected taxes 


unconditional /,ankan'dif(9)nal/ ad- 
jective with no conditions or provisions 
attached O unconditional acceptance of 
the offer by the board O After the inter- 
view he got an unconditional offer of a 
job. o the offer went unconditional last 
Thursday the takeover bid was accepted 
by the majority of the shareholders and 
therefore the conditions attached to it no 
longer apply 

COMMENT: A takeover bid will become 

unconditional if more than 50% of share- 

holders accept it. 
unconditionally /,Ankon 
‘dif(a)n(a)li/ adverb without imposing 
any conditions O The offer was accepted 
unconditionally by the trade union. 
unconstitutional /,ankonstt 
'tju:f(a)n(a)l/ adjective not allowed by 
the rules of an organisation or by the laws 
of a country O The chairman ruled that 
the meeting was unconstitutional. 
uncontrollable /,ankon'traulob(a)l/ 
adjective not possible to control O uncon- 
trollable inflation 
uncrossed cheque /,ankrost 'tfek/ 
noun a cheque which does not have two 
lines across it, and can be cashed any- 
where (NOTE: They are no longer used in 
the UK, but are still found in other coun- 
tries.) 
undated /an'dertid/ adjective with no 
date indicated or written O She tried to 
cash an undated cheque. 
undated bond /an,deitid 'bond/ 
noun a bond with no maturity date 
under /'andə/ preposition 1. lower than 
or less than O The interest rate is under 
10%. O Under half of the shareholders 
accepted the offer. 2. controlled by, ac- 
cording to O Under the terms of the 
agreement, the goods should be delivered 
in October. O He is acting under rule 23 
of the union constitution. 
under- /ando/ prefix less important than 
or lower than 
underbid /,andoa'bid/ verb to bid less 
than someone (NOTE: underbidding — 
underbid) 
underbidder /'andəbıdə/ noun a per- 
son who bids less than the person who 
buys at an auction 














undercapitalised /,ando 
‘keepitolaizd/, undercapitalized adjec- 
tive without enough capital O The compa- 
ny is severely undercapitalised. 
undercharge /,anda'tfa:d3/ verb to 
ask someone for too little money O She 
undercharged us by £25. 

underclass /'andəkla:s/ noun a group 
of people who are underprivileged in a 
way that appears to exclude them from 
mainstream society 

undercut /,ando'kat/ verb to offer 
something at a lower price than someone 
else O They increased their market share 
by undercutting their competitors. (NOTE: 
undercutting — undercut) 
underdeveloped = /,andadi'velapt/ 
adjective which has not been developed O 
Japan is an underdeveloped market for 
our products. 

underdeveloped countries 
/,andodivelopt 'kantriz/ plural noun 
countries which are not fully industrial- 
ised 

underemployed = /,andorim'plord/ 
adjective with not enough work O The 
staff is underemployed because of the cut- 
back in production. 

underemployed capital 
/,andorimplord 'keepit(a)l/ noun capital 
which is not producing enough interest 
underemployment /,andormm 
‘plormont/ noun 1. a situation where 
workers in a company do not have enough 
work to do 2. a situation where there is 
not enough work for all the workers in a 
country 

underequipped /,andor1'kwipt/ ad- 
jective with not enough equipment 
underestimate noun /,andor 
‘estimot/ an estimate which is less than 
the actual figure O The figure of £50,000 
in turnover was a considerable underesti- 
mate. @ verb /,andor'estimeit/ to think 
that something is smaller or not as bad as 
it really is O They underestimated the ef- 


fects of the strike on their sales. O He un- 


derestimated the amount of time needed 
to finish the work. 

underlease /‘andoli:s/ noun a lease 
from a tenant to another tenant 
underlying inflation rate 
/,andolany in'fletf(a)n rert/ noun the 
basic inflation rate calculated on a series 
of prices of consumer items, petrol, gas 


undermanned 
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and electricity and interest rates. Com- 
pare headline inflation rate 


undermanned /,ando'mznd/ adjec- 
tive with not enough staff to do the work 
O The department will be undermanned 
during the Christmas period. 


undermanning /,ando'menin/ noun 
a situation of having too few staff than are 
needed to do the company’s work O The 
company’s production is affected by un- 
dermanning on the assembly line. O Un- 
dermanning is caused by lack of available 
skilled workers in the area. 


undermentioned /,ando'men{f(a)nd/ 
adjective mentioned lower down in a doc- 
ument O See the undermentioned list of 
countries to which these terms apply. 


underpaid /,ands'perd/ adjective not 
paid enough O Our staff say that they are 
underpaid and overworked. 


underperform /,andops'fo:m/ verb 
to underperform the market to perform 
worse than the rest of the market O The 
hotel group has underperformed the sec- 
tor this year. 


underperformance /,Andapo 

‘formons/ noun the fact of performing 

worse than others O The underperform- 

ance of the shares has worried investors. 
“Australia has been declining again. Be- 
cause it has had such a long period of un- 
derperfomance, it is now not as vulnerable 
as other markets’ [Money Observer] 


underrate /,ando'reit/ verb to value 
someone or something less highly than 
they should be O Do not underrate the 
strength of the competition in the Europe- 
an market. O The power of the yen is un- 
derrated. 


undersell /,ando'sel/ verb to sell more 
cheaply than someone O to undersell a 
competitor a the company is never un- 
dersold no other company sells goods as 
cheaply as this one 

undersigned /,ando'sarnd/ noun a 
person who has signed a letter o we, the 
undersigned we, the people who have 
signed below 


underspend /,anda'spend/ verb to 
spend less than you should have spent or 
were allowed to spend o he has under- 
spent his budget he has spent less than 
was allowed in the budget 


















































understaffed /,ando'sta:ft/ adjective 
with not enough staff to do the company’s 
work 

understand /,ando'stend/ verb to 
know or to see what something means 
(NOTE: understanding — understood) 
understanding /,Ando'steendin/ 
noun a private agreement O to come to an 
understanding about the divisions of the 
market 

understate /,ando'steit/ verb to make 
something seem less than it really is O 
The company accounts understate the 
real profit. 


undersubscribed /,andasab 
'skraibd/ adjective referring to a share is- 
sue where applications are not made for 
all the shares on offer, and part of the is- 
sue remains with the underwriters 


undertake /,anda'teik/ verb 1. to 
agree to do something O We asked the re- 
search unit to undertake an investigation 
of the market. O They have undertaken 
not to sell into our territory. (NOTE: un- 
dertaking — undertook — undertaken) 
2. to carry out O They are undertaking a 
study on employee reactions to pay re- 
straint. O We asked the research unit to 
undertake an investigation of the market. 
undertaking /‘ando,tetkin/ noun 1. a 
business O He is the MD of a large com- 
mercial undertaking. 2. a promise, espe- 
cially a legally binding one O They have 
given us a written undertaking not to sell 
their products in competition with ours. 
under-the-counter sales /,anda 6a 
|kaunto 'serlz/ plural noun black-market 
sales 
underutilised /,ando'ju:trlarzd/, un- 
derutilized adjective not used enough 
undervaluation /,andovelju'ers(9)n/ 
noun the state of being valued, or the act 
of valuing something, at less than the true 
worth 
undervalued /,ando'velju:d/ adjec- 
tive not valued highly enough O The dol- 
lar is undervalued on the foreign ex- 
changes. O The properties are underval- 
ued on the company’s balance sheet. 
“...in terms of purchasing power, the dol- 
lar is considerably undervalued, while the 
US trade deficit is declining month by 
month’ [Financial Weekly] 
underweight /,ando'weit/ adjective 
not heavy enough o the pack is twenty 
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grams underweight the pack weighs 
twenty grams less than it should 


underworked /,anda'wa:kt/ adjective 
not given enough work to do O The direc- 
tors think our staff are overpaid and un- 
derworked. 


underwrite /,anda'rait/ verb 1. to ac- 
cept responsibility for something o to un- 
derwrite a share issue to guarantee that 
a share issue will be sold by agreeing to 
buy all shares which are not subscribed O 
The issue was underwritten by three un- 
derwriting companies. 2. to insure, to 
cover a risk O to underwrite an insurance 
policy 3. to agree to pay for costs O The 
government has underwritten the devel- 
opment costs of the project. (NOTE: un- 
derwriting — underwrote — has under- 
written) 
‘...under the new program, mortgage 
brokers are allowed to underwrite mort- 
gages and get a much higher fee’ [Forbes 
Magazine] 
underwriter /'andərartə/ noun a per- 
son or company that underwrites a share 
issue or an insurance 
COMMENT: When a major company flota- 
tion or share issue or loan is prepared, a 
group of companies (such as merchant 
banks) will form a syndicate to under- 
write the flotation: the syndicate will be 
organized by the ‘lead underwriter’, to- 
gether with a group of main underwriters; 
these in turn will ask others (‘sub-under- 
writers’) to share in the underwriting. 
underwriting syndicate 
/‘andoraitin ,sindikat/ noun a group of 
underwriters who insure a large risk 


undischarged bankrupt 
/,Andistfard3d 'beenkrapt/ noun a per- 
son who has been declared bankrupt and 
has not been released from that state 


undistributable reserves 
/,Andistribju:tab(a)l ri'z3rvz/ plural 
noun same as capital reserves 


undistributed profit 
/,Andistribju:tid 'profit/ noun a profit 
which has not been distributed as divi- 
dends to shareholders 

unearned income /,anz:nd 'mkam/ 
noun same as investment income 
uneconomic /,ani:ka'nvmik/ adjec- 
tive which does not make a commercial 
profit o it is an uneconomic proposition 
it will not be commercially profitable 


























uneconomic rent /,anizkonomik 
'rent/ noun a rent which is not enough to 
cover costs 
unemployed /,anim'ploid/ adjective 
not having any paid work m noun o the 
unemployed the people without any jobs 
unemployment = /,antm'plormont/ 
noun the state of not having any work 
“...tax advantages directed toward small 
businesses will help create jobs and reduce 
the unemployment rate’ [Toronto Star] 
unemployment benefit = /,anim 
‘plormont ,benrfit/ noun a payment 
from the government made to someone 
who is unemployed (NOTE: The US term 
is unemployment compensation.) 
unemployment pay /,Anim 
‘plormont pe1/ noun money given by the 
government to someone who is unem- 
ployed 
unemployment rate /,Anim 
‘plormont rert/ noun the number of peo- 
ple out of work, shown as a percentage of 
the total number of people available for 
work. Also called rate of unemploy- 
ment 
uneven playing field /an,i:v(a)n 
‘pleiin fi:ld/ noun a situation where the 
competing groups do not compete on the 
same terms and conditions. Opposite lev- 
el playing field 
unfair competition /,anfes ,kompo 
'tıf(ə)n/ noun the practice of trying to do 
better than another company by using 
techniques such as importing foreign 
goods at very low prices or by wrongly 
criticising a competitor’s products 
unfair dismissal /,anfeo dis'mis(<)1/ 
noun the act of removing someone from a 
job for reasons which are not fair 
unfulfilled /,anfol'fild/ adjective (of 
an order) which has not yet been supplied 
unfulfilled orders /,anfulfild 'o:doz/ 
plural noun orders received in the past 
and not yet supplied 
ungeared /an'giad/ adjective with no 
borrowings 
ungluing /an'glu:tn/ noun the process 
of breaking up an established supply 
chain or group of collaborating organisa- 
tions by taking control of the shared ele- 
ment or interest that previously kept the 
partners together 
unilateral /,ju:ni'let(9)ral/ adjective 
on one side only or done by one party 
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only O They took a unilateral decision to 
cancel the contract. 
unilaterally /,ju:nt'lat(o)roli/ adverb 
by one party only O The decision was tak- 
en to cancel the contract unilaterally. 
uninsured /anin'fuad/ adjective not 
insured O his art collection is uninsured O 
She was charged with driving while unin- 
sured. 
union /'ju:njən/ noun same as trade 
union 

“...the blue-collar unions are the people 

who stand to lose most in terms of employ- 

ment growth’ [Sydney Morning Herald] 
union agreement /‘ju:njon ə 
,grizmont/ noun an agreement between 
management and a trade union over wag- 
es and conditions of work 
union dues /,ju:njan 'dju:z/, union 
subscriptions /‘jumjon sab 
\skripfanz/ plural noun payment made 
by workers to belong to a union 
unionised /'‘ju:njonaizd/, unionized 
adjective referring to a company where 
the members of staff belong to a trade un- 
ion 

‘...after three days of tough negotiations, 

the company reached agreement with its 

1,200 unionized workers’ [Toronto Star] 
unionist /‘ju:njontst/ noun a member 
of a trade union 
union officials /,junjon 9'f1f(o)lz/ 
noun paid organisers of a union 
union recognition /,ju:njon ,rekog 
'nıf(ə)n/ noun the act of agreeing that a 
trade union can act on behalf of staff in a 
company 
unique /ju:'ni:k/ adjective unlike any- 
thing else 
unique selling point /ju:,ni:k ‘sel 
\propezif(a)n/, unique selling propo- 
sition noun a special quality of a product 
which makes it different from other goods 
and is used as a key theme in advertising 
OA five-year guarantee is a USP for this 
product. O What’s this product’s unique 
selling proposition? Abbreviation USP 
unissued capital /,antfurd 
'kæpıt(ə)l/ noun capital which a compa- 
ny is authorised to issue but has not issued 
as shares 
unit /‘ju:nit/ noun 1. a single product 
for sale 2. a separate piece of equipment 
or furniture 3. a group of people set up for 
a special purpose 4. a single share in a 





unit trust o accumulation units units in a 
unit trust, where the dividend is left to ac- 
cumulate as new units 
unit cost /'ju:nit kpst/ noun the cost 
of one item, i.e. the total product costs di- 
vided by the number of units produced 
unite /ju:'natt/ verb to join together O 
The directors united with the managers to 
reject the takeover bid. O The three un- 
ions in the factory united to present their 
wage claims to the management. 
United Nations /jur,nartid 
'nerf(o)nz/ noun an organisation which 
links almost all the countries of the world 
to promote good relations between them 
unit-linked insurance /,ju:nit lijkd 
mn'fusrons/ noun an insurance policy 
which is linked to the security of units in 
a unit trust or fund 
unit of account /,ju:nit ov o'kaunt/ 
noun a standard unit used in financial 
transactions among members of a group, 
e.g. SDRs in the IMF 
unit price /'ju:nıt prats/ noun the 
price of one item 
unit trust /‘ju:nit trast/ noun an or- 
ganisation which takes money from small 
investors and invests it in stocks and 
shares for them under a trust deed, the in- 
vestment being in the form of shares (or 
units) in the trust (NOTE: The US term is 
mutual fund.) 
COMMENT: Unit trusts have to be author- 
ised by the Department of Trade and In- 
dustry before they can offer units for sale 
to the public, although unauthorised pri- 
vate unit trusts exist. 
unladen /an'lerd(ə)n/ adjective with- 
out a cargo O The ship was unladen when 
she arrived in port. 
unlawful /an'lo:f(a)I/ adjective against 
the law, not legal 
unlimited /an'limitid/ adjective with 
no limits © The bank offered him unlimit- 
ed credit. 
unlimited liability /an,lmmuitid lato 
‘biliti/ noun a situation where a sole trad- 
er or each partner is responsible for all a 
firm’s debts with no limit on the amount 
each may have to pay 
unlined paper /,anlaind 'perpo/ noun 
paper with no lines printed on it 
unlisted securities /an,listid sı 
‘kjuoritiz/ plural noun shares which are 
not listed on the Stock Exchange 
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unload /an'loud/ verb 1. to take goods 
off a ship, lorry etc. O The ship is unload- 
ing at Hamburg. O We need a fork-lift 
truck to unload the lorry. O We unloaded 
the spare parts at Lagos. O There are no 
unloading facilities for container ships. 
2. to sell shares which do not seem attrac- 
tive O We tried to unload our sharehold- 
ing as soon as the company published its 
accounts. 
unobtainable /,anob'temnab(a)l/ ad- 
jective which cannot be obtained O This 
spare part is currently unobtainable. 
unofficial /,ano'f1J(9)l/ adjective done 
without authority 
unofficial strike /,anof1f(o)l 'strark/ 
noun a strike by local employees which 
has not been approved by the main trade 
union 
unpaid /an'petd/ adjective not paid 
unpaid holiday /,anpeid 'holidey/, 
unpaid leave /an,peid 'li:v/ noun leave 
during which the employee does not re- 
ceive any pay 
unpaid invoices /an,perd 'mvotsiz/ 
plural noun invoices which have not been 
paid 
unprofitable /an'profitab(a)l/ adjec- 
tive not profitable 
“...the airline has already eliminated a 
number of unprofitable flights’ [Duns 
Business Month] 
unquoted shares = _/,ankwoutid 
'feaz/ plural noun shares which have no 
Stock Exchange quotation 
unrealised profit = /an,rialaizd 
‘profit/ noun same as paper profit 
unredeemed pledge /,anridi:md 
‘pled3/ noun a pledge which the borrow- 
er has not claimed back because he or she 
has not paid back the loan 
unregistered /an'red3istod/ adjec- 
tive referring to a company which has not 
been registered 
unreliable /,anri'larab(a)l/ adjective 
which cannot be relied on O The postal 
service is very unreliable. 
unsealed envelope = /,ansi:ld 
‘envaloup/ noun an envelope where the 
flap has been pushed into the back of the 
envelope, not stuck down 
unsecured creditor /,ansitkjuod 
'kredita/ noun a creditor who is owed 
money, but has no security from the debt- 
or for the debt 


unsecured debt /,anstkjued 'det/ 
noun a debt which is not guaranteed by a 
charge on assets or by any collateral 
unsecured loan /,ansikjuad 'ləun/ 
noun a loan made with no security 
unseen /an'si:n/ adverb not seen 
unsettled /an'set(a)ld/ adjective 
which changes often or which is upset 
unskilled /an'skild/ adjective not hav- 
ing specific skills or training O Using un- 
skilled labour will reduce labour costs. O 
Nowadays there is relatively little work 


for an unskilled workforce or for unskilled 


workers. 

unsocial /an'səuf(o)l/ adjective o to 
work unsocial hours to work at times 
such as in the evening, at night or during 
public holidays when most people are not 
at work 

unsold /an'sauld/ adjective not sold O 
Unsold items will be scrapped. 
unsolicited /ansa'listtid/ adjective 
which has not been asked for O an unso- 
licited gift 

unsolicited testimonial /anso 
jlisttrd ,testr'moaunial/ noun a letter 
praising someone or a product, without 
the writer having been asked to write it 
unstable /an'sterb(ə)l/ adjective not 
stable, changing frequently O unstable 
exchange rates 

unsubsidised /an'sabsidaizd/, un- 
subsidized adjective with no subsidy 
unsuccessful /,ansoak'sesf(9)l/ ad- 
jective not successful O an unsuccessful 
businessman O The project was expensive 
and unsuccessful. O He made six unsuc- 
cessful job applications before he finally 
got a job. 

unsuccessfully —_/,ansak'sesf(a)li/ 
adverb with no success O The company 
unsuccessfully tried to break into the 
South American market. O He unsuccess- 














fully applied for the job of marketing 


manager. 

untrue /an'tru:/ adjective not true 
unused /an'ju:zd/ adjective which has 
not been used O We are trying to sell off 
six unused computers. 
unwaged /an'werd3d/ noun 
waged people with no jobs 
unwritten agreement /an,rit(a)n ə 
‘grizmont/ noun agreement which has 
been reached in speaking (such as in a tel- 
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ephone conversation) but has not been 
written down 

up /ap/ adverb, preposition in or to a 
higher position O The inflation rate is go- 
ing up steadily. O Shares were up slightly 
at the end of the day. O She worked her 
way up to become sales director. 
update /'apdeit/ noun information add- 
ed to something to make it up to date O 
Here is the latest update on sales. ™@ verb 
/ap'dett/ to revise something so that it is 
always up to date O The figures are updat- 
ed annually. 

up front /,ap 'frant/ adverb in advance 
upgrade /ap'greid/ verb to increase the 
importance of someone or of a job O Her 
job has been upgraded to senior manager 
level. 

upkeep /‘apki:p/ noun the cost of keep- 
ing a building or machine in good order 
uplift /‘aplift/ noun an increase O The 
contract provides for an annual uplift of 
charges. 

up market /,ap'ma:kit/ noun a stock 
market which is rising or is at its highest 
level O How your emerging growth fund 
performs in a down market is just as im- 
portant as in an up market. 

upmarket /,ap'markit/ adverb, adjec- 
tive more expensive or appealing to a 
wealthy section of the population o the 
company has decided to move upmar- 
ket the company has decided to start to 
produce more luxury items 

upset price /‘apset prars/ noun the 
lowest price which the seller will accept 
at an auction 

upside potential /,apsaid pə'tenfəl/ 
noun the possibility for a share to in- 
crease in value. Opposite downside risk 
upstream /,ap'stri:m/ adjective refer- 
ring to the operations of a company at the 
beginning of a process (as drilling for oil 
as an operation of a petroleum company). 
Compare downstream 

upstream progress /,ap,strizm prau 
'gres/ noun progress made despite oppo- 
sition or difficult conditions. Opposite 
downstream progress 

up to /'ap tu:/ preposition as far as, as 
high as O We will buy at prices up to £25. 
up-to-date /,ap tə 'dert/ adjective, ad- 
verb current, recent or modern O an up- 
to-date computer system to bring 
something up to date to add the latest in- 
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formation or equipment to something o to 
keep something up to date to keep add- 
ing information to something so that it al- 
ways has the latest information in it O We 
spend a lot of time keeping our mailing 
list up to date. 

upturn /‘aptsin/ noun a movement to- 
wards higher sales or profits O an upturn 
in the economy © an upturn in the market 
urgent /'s:d3ant/ adjective which has 
to be done quickly O This is an urgent de- 
livery —it has to be in New York tomorrow 
afternoon. 

urgently /'s:dzantli/ adverb immedi- 
ately 

usage /'ju:sid3/ noun the way in which 
something is used 

usance /'ju:zons/ noun the time be- 
tween the date when a bill of exchange is 
presented and the date when it is paid 
use noun /ju:s/ a way in which some- 
thing can be used o to make use of some- 
thing to use something o in use being 
worked O The computer is in use twenty- 
items for personal 
use items which a person will use for 
himself, not on behalf of the company 
he has the use of a company car he has 
a company car which he uses privately E 
verb /ju1z/ to take something, e.g. a ma- 
chine, a company or a process, and work 
with it O We use airmail for all our over- 
seas correspondence. O The photocopier 
is being used all the time. O They use free- 
lancers for most of their work. 

use-by date /'ju:z bar ,dert/ noun a 
date printed on a packet of food showing 
the last date on which the contents should 
be used. Compare best-before date, 
sell-by date 

useful /'ju:sf(o)l/ adjective which can 
help 

user /'ju:zo/ noun a person who uses 
something 

user-friendly /,ju:zo ‘frendli/ adjec- 
tive which a user finds easy to work O 
These programs are really user-friendly. 
user’s guide /'ju:zoz gaid/, user’s 
handbook /'ju:zoz ,hendbuk/, user’s 
manual /'ju:zoz ,mænjuəl/ noun a book 
showing someone how to use something 
USP abbr unique selling point 

usual /'ju:3uəl/ adjective normal or or- 
dinary O Our usual terms or usual condi- 
tions are thirty days’ credit. O The usual 
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practice is to have the contract signed by 
the MD. O The usual hours of work are 
from 9.30 to 5.30. 
usury /'ju:3əri/ noun the lending of 
money at high interest 
utilisation /,ju:tilat'zerf(a)n/, utiliza- 
tion noun the act of making use of some- 
thing 
“...control permits the manufacturer to re- 
act to changing conditions on the plant 


floor and to keep people and machines at a 
high level of utilization’ [Duns Business 
Month| 


utilise /‘ju:tilaiz/, utilize verb to use 
something 

utility /ju:'trlti/ noun a public service 
company, such as one that supplies water, 
gas or electricity or runs public transport 
O Shares in utility companies or utilities 
offer good dividends. 


V 


vacancy /'veikonsi/ noun 1. a job 
which is to be filled O There are two va- 
cancies in the human resources depart- 
ment. O We advertised the vacancy both 
internally and in the local press. O We 
have been unable to fill the vacancy for a 
skilled machinist. O They have a vacancy 
for a secretary. 2. an empty place, empty 
room 


vacancy rate /'verkənsi rert/ noun 1. 
the average number of rooms empty in a 
hotel over a period of time, shown as a 
percentage of the total number of rooms 
2. the average number of office buildings, 
shops, etc., which are not let at a particu- 
lar time 


vacant /'verkont/ adjective empty, not 
occupied 
“...the current vacancy rate in Tokyo 
stands at 7%. The supply of vacant office 
space, if new buildings are built at the cur- 
rent rate, is expected to take up to five 
years to absorb’ [Nikkei Weekly] 
vacant possession /,vertkont pə 
'zeJ(a)n/ adjective being able to occupy a 
property immediately after buying it be- 
cause it is empty O The property is to be 
sold with vacant possession. 





vacate /vo'keit/ verb n to vacate the 
premises to leave premises, so that they 
become empty 

vacation /və'kerf(ə)n/ noun 1. a period 
when the law courts are closed 2. US a 
holiday or period when people are not 
working O The CEO is on vacation in 
Montana. O He was given two weeks’ va- 
cation after his wife’s death. O The job 
comes with a month’s annual vacation. 
valid /'vælıd/ adjective 1. which is ac- 
ceptable because it is true O That is not a 
valid argument or excuse. O The intelli- 
gence test is not valid since it does not ac- 
curately measure basic mental skills. O 
The contract is not valid if it has not been 
signed by both parties. 2. which can be 
used lawfully O ticket which is valid for 
three months O The contract is not valid if 
it has not been witnessed. O He was car- 
rying a valid passport. 

validate /'vælıdert/ verb 1. to check to 
see if something is correct O The docu- 
ment was validated by the bank. 2. to 
make something valid 

validation /,væli'derf(ə)n/ noun the 
act of making something valid 

validity /va'liditi/ noun effectiveness or 
usefulness O The validity of these tests is 
questionable since applicants have also 
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managed to pass them who have been un- 
satisfactory in subsequent employment. 


valorem /va'lo:rom/ noun » ad valor- 
em duty 


VALS noun a system of dividing people 
into segments according to their way of 
living. Full form Values and Lifestyles 


valuable /'væljuəb(ə)/ adjective 
which is worth a lot of money 
valuable property = /,veljub(o)l 


'propəti/ noun personal items which are 
worth a lot of money 


valuation /,vælju'erf(ə)n/ noun an es- 
timate of how much something is worth O 
to ask for a valuation of a property before 
making an offer for it a to buy a shop 
with stock at valuation when buying a 
shop, to pay a price for the stock which is 
equal to the value as estimated by the val- 
uer o to purchase stock at valuation to 
pay the price for stock which it is valued 
at 


value /'vzlju:/ noun the amount of 
money which something is worth O the 
fall in the value of sterling O She import- 
ed goods to the value of £2500. O The val- 
uer put the value of the stock at £25,000. 
good value (for money) a bargain, 
something which is worth the price paid 
for it O That restaurant gives value for 
money. O Buy that computer now — it is 
very good value. © Holidays in Italy are 
good value because of the exchange rate. 
to rise or fall in value to be worth more 
or less W verb to estimate how much mon- 
ey something is worth O He valued the 
stock at £25,000. O We are having the 
jewellery valued for insurance. 


value added /,veelju: 'ædıd/ noun 1. 
the difference between the cost of the ma- 
terials purchased to produce a product 
and the final selling price of the finished 
product 2. the amount added to the value 
of a product or service, being the differ- 
ence between its cost and the amount re- 
ceived when it is sold. Also called net 
output 3. the features that make one 
product or service different from or better 
than another and so create value for the 
customer (NOTE: Value added in this 
sense is based on the customer’s view 
of what makes a product or service 
more desirable than others and worth a 
higher price.) 


















































Value Added Tax /,velju: ædıd 
'tæks/ noun full form of VAT 
value-adding intermediary 
/,veelju: edin inta'mi:disri/ noun a dis- 
tributor who increases the value of a prod- 
uct before selling it to a customer, e.g. by 
installing software in a computer 

value chain /'velju: tferm/ noun the 
sequence of activities a company carries 
out as it designs, produces, markets, de- 
livers, and supports its product or service, 
each of which is thought of as adding val- 
ue 

value map /'vzlju: mzep/ noun an in- 
dication of the amount of value that the 
market considers a product or service to 
have, which helps to differentiate it from 
its competitors 

value network /,velju: 'netwa:k/ 
noun the links between an organisation 
and the various collaborators who exter- 
nal contributors to its value chain 


valuer /'væljuə/ noun a person who es- 
timates how much money something is 
worth 

variability /veorta'bilati/ noun the 
condition of being variable 

variable /'veəriəb(ə)/ adjective 
changeable ™ noun something which var- 
ies 

variable costs /,veoriab(9)! 'kosts/ 
plural noun production costs which in- 
crease with the quantity of the product 
made, e.g. wages or raw materials 
variable pricing /,veəriəb(ə)l 
‘praisin/ noun the practice of giving a 
product or service different prices in dif- 
ferent places or at different times 
variable rate /,vesriab(a)l 're1t/ noun 
a rate of interest on a loan which is not 
fixed, but can change with the current 
bank interest rates. Also called floating 
rate 


variance /'veəriəns/ noun the differ- 
ence between what was expected and the 
actual results o at variance with not in 
agreement with O The actual sales are at 
variance with the sales reported by the 
reps. 

variation /,veəri'erf(ə)n/ noun the 
amount by which something changes 
seasonal variations variations which 
take place at different times of the year O 
seasonal variations in buying patterns O 
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There are marked seasonal variations in 
unemployment in the hotel industry. 


variety /və'raroti/ noun different types 
of things O The shop stocks a variety of 
goods. O We had a variety of visitors at 
the office today. 


variety store /va'ratoti sto:/ noun US 
a shop selling a wide range of usually 
cheap items 


vary /'veori/ verb to change or to differ 
O The gross margin varies from quarter to 
quarter. O We try to prevent the flow of 
production from varying in the factory. 


VAT /,vir e1 ‘tir, væt/ noun a tax on 
goods and services, added as a percentage 
to the invoiced sales price O The invoice 
includes VAT at 17.5%. O The govern- 
ment is proposing to increase VAT to 
22%. O Some items (such as books) are 
zero-rated for VAT. O He does not charge 
VAT because he asks for payment in cash. 
Full form Value Added Tax 
‘...the directive means that the services of 
stockbrokers and managers of authorized 
unit trusts are now exempt from VAT; pre- 
viously they were liable to VAT at the 
standard rate. Zero-rating for stockbro- 
kers’ services is still available as before, 
but only where the recipient of the service 
belongs outside the EC’ [Accountancy] 
COMMENT: In the UK, VAT is organised 
by the Customs and Excise Department, 
and not by the Treasury. It is applied at 
each stage in the process of making or 
selling a product or service. Company ‘A’ 
charges VAT for their work, which is 
bought by Company ‘B’, and pays the 
VAT collected from ‘B’ to the Customs 
and Excise; Company ‘B’ can reclaim the 
VAT element in Company ‘A”s invoice 
from the Customs and Excise, but will 
charge VAT on their work in their invoice 
to Company ‘C’. Each company along 
the line charges VAT and pays it to the 
Customs and Excise, but claims back 
any VAT charged to them. The final con- 
sumer pays a price which includes VAT, 
and which is the final VAT revenue paid 
to the Customs and Excise. Any compa- 
ny or individual should register for VAT if 
their annual turnover or income is above 
a certain level. 


VAT declaration /'væt deklo 
\Terf(a)n/ noun a statement declaring 
VAT income to the VAT office 

VAT inspection /'væt 1n,spekf(ə)n/ 
noun a visit by officials of the Customs 
and Excise Department to see if a compa- 
ny is correctly reporting its VAT 


VAT inspector /'væt 1n,spektə/ noun 
a government official who examines VAT 
returns and checks that VAT is being paid 
VAT invoice /'væt ,invors/ noun an in- 
voice which includes VAT 
VAT invoicing /'væt ,invorsin/ noun 
the sending of an invoice including VAT 
VATman /'vetmen/, vatman noun a 
VAT inspector (informal) 
VAT office /'væt ,vfis/ noun the gov- 
ernment office dealing with the collection 
of VAT in an area 
VDT abbr visual display terminal 
VDU abbr visual display unit 
vending /'vendin/ noun selling 
vending machine /‘vendin mo, fi:n/ 
noun same as automatic vending ma- 
chine 
vendor /'venda/ noun 1. a person who 
sells something, especially a property O 
the solicitor acting on behalf of the ven- 
dor 2. a person who sells goods 
venture /'ventfə/ noun a commercial 
deal which involves a risk O They lost 
money on several import ventures. O 
She’s started a new venture — a computer 
shop. @ verb to risk money 
venture capital /ventfə 'kæprt(ə)l/ 
noun capital for investment which may 
easily be lost in risky projects, but can 
also provide high returns. Also called 
risk capital 
venture capitalist /,ventfa 
‘keepit(9)list/ noun a finance house or 
private individual specialising in provid- 
ing venture capital. Abbreviation VC 
“...along with the stock market boom of 
the 1980s, the venture capitalists piled 
more and more funds into the buyout busi- 
ness, backing bigger and bigger deals with 
ever more extravagant financing struc- 
tures’ [Guardian] 
venture management /,ventfə 
'meenid3mont/ noun a type of manage- 
ment in which various sections within an 
organisation, typically research and de- 
velopment, corporate planning, market- 
ing, finance and purchasing, work togeth- 
er to encourage an entrepreneurial spirit 
among employees, to increase innovation, 
and to develop new products more quick- 
ly 
venue /'venju:/ noun a place where a 
meeting is to be held O The venue for the 
exhibition has been changed from the li- 
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brary to the conference centre. O The lec- 
ture theatre is not a good venue for infor- 
mal presentations. O We’re having trou- 
ble finding a suitable venue for our 
annual show this year. 

verbal /'v3:b(9)l/ adjective using spo- 
ken words, not writing 

verbal agreement /,va:b(9)l ə 
‘grizmont/ noun an agreement which is 
spoken (such as over the telephone) 
verbal contract /,v3:b(a)l 'kontrækt/ 
noun same as verbal agreement 
verbally /'vs:bali/ adverb using spoken 
words, not writing O They agreed to the 
terms verbally, and then started to draft 
the contract. O He was warned verbally 
that his work was not up to standard. 
verbal permission /,v3:b(9)l pə 
‘m1f(a)n/ noun an act of telling someone 
that they are allowed to do something 
verification /,verifi'ke1f(a)n/ noun 
the process of checking if something is 
correct O The shipment was allowed into 
the country after verification of the docu- 
ments by customs. 

verify /‘vertfat/ verb to check to see if 
something is correct 

version /'v3:f(9)n/ verb to adapt a web- 
site for different categories of customer 
by maintaining different versions of it 
vertical /'vs:tık(ə)l/ adjective upright, 
straight up or down 

vertical communication 
/,vaitik(9)l ko,mjurni'kerf(9)n/ noun 
communication between senior managers 
via the middle management to the work- 
force 

vertical integration /,vs:trk(9)l intr 
'grerf(ə)n/ noun the extent to which sup- 
ply-chain activities are controlled within 
an organisation. Same as backward inte- 
gration 

vertical linkage analysis 
/,vaitik(9)l ,lmkid3 a'nelasis/ noun a 
type of analysis that considers the value 
chain as extending beyond the organisa- 
tion itself and including both suppliers 
and users. In this way it maximises the 
number of points in the chain where value 
can be created for customers. 

vessel /'ves(a)l/ noun a ship 

vested interest /,vestid 'ıntrəst/ 
noun a special interest in keeping an ex- 
isting state of affairs o she has a vested 
interest in keeping the business work- 














ing she wants to keep the business work- 
ing because she will make more money if 
it does 


vet /vet/ verb to examine something 
carefully O All candidates have to be vet- 
ted by the managing director. O The con- 
tract has been sent to the legal depart- 
ment for vetting. (NOTE: vetting — vet- 
ted) 

via /'vato/ preposition using (a means or 
a route) O The shipment is going via the 
Suez Canal. O We are sending the cheque 
via our office in New York. O They sent the 
message via email. 


viability /,varo'brltti/ noun the fact of 
being viable or being able to make a profit 


viable /'vatab(a)l/ adjective which can 
work in practice 

vice- /vats/ prefix deputy or second in 
command O He is the vice-chairman of an 
industrial group. O She was appointed to 
the vice-chairmanship of the committee. 


vice-president /,vats 'prezid(o)nt/ 
noun US one of the executive directors of 
a company 

victimisation —/,viktrmat'ze1J(o)n/, 
victimization noun the unfair or unrea- 
sonable treatment of one employee by 
their employer or by other employees O 
Victimisation can come from senior em- 
ployees’ fear of losing their jobs to jun- 
iors, or from racial and sexual prejudice. 
videoconferencing /'vidiau 
ikonf(9)ransin/ noun the use of live vid- 
eo links that enable people in different lo- 
cations to see and hear one another and so 
to discuss matters and hold meetings 
without being physically present together 
in one place 

view /vju:/ noun a way of thinking 
about something O We asked the sales 
manager for his views on the reorganisa- 
tion of the reps’ territories. O The chair- 
man takes the view that credit should nev- 
er be longer than thirty days. 0 to take 
the long view to plan for a long period be- 
fore your current investment will become 
profitable o in view of because of O In 
view of the falling exchange rate, we have 
redrafted our sales forecasts. 


VIP abbr very important person o we 
laid on VIP treatment for our visitors, 
we gave our visitors a VIP reception we 
arranged for our visitors to be looked after 
and entertained well 
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VIP lounge /,vi: ar ‘pi: laund3/ special 
room at an airport for important travellers 
viral effect /'varrəl 1,fekt/ noun the 
number of recipients of a message who 
forward the message on to others 


viral marketing /'varrəl ,ma:kıtıņ/ 
noun marketing by word of mouth or by 
spreading advertising messages on the In- 
ternet 


virement /'varomənt/ noun a transfer 
of money from one account to another or 
from one section of a budget to another 


virtual hosting /,vs:tfuol 'houstr/ 
noun a hosting option, suitable for small 
and medium-sized businesses, in which 
the customer shares space on the hosting 
company’s server that with other organi- 
sations (NOTE: In virtual hosting, the 
hosting company carries out basic 
maintenance on hardware, but the cus- 
tomer is responsible for managing the 
content and software.) 


virtualisation /,v3:tfuolar'zerf(9)n/ 
noun the creation of a product, service or 
organisation that exists only in electronic 
systems and has no physical existence 
virtual office /,v3:tJual 'pf1s/ noun a 
workplace that has no physical location 
but is created when a number of employ- 
ees use information and communications 
technologies to do their work and collab- 
orate with one another (NOTE: A virtual of- 
fice is characterised by the use of tele- 
workers, telecentres, mobile workers, 
hot-desking and hotelling.) 


virtual organisation /,va:tJual 
,orgonal'ze1f(9)n/ noun an organisation 
that often has only a temporary existence 
and consists of a network of companies, 
suppliers, or employees who work togeth- 
er using information and communications 
technology to supply a particular service 
or product 


virtual team /,v3:tfuoal 'tizm/ noun a 
group of employees working in different 
locations who use communications tech- 
nologies such as groupware, email, an in- 
tranet or videoconferencing to collaborate 
with each other and work as a team 


visa /'vi:zə/ noun a special document, 
special stamp in a passport which allows 
someone to enter a country O You will 
need a visa before you go to the USA. O 
He filled in his visa application form. 


VISA /'vi:za/ trademark a trademark for 
an international credit card system 
visible /'vızıb(ə)l/ adjective referring 
to real products which are imported or ex- 
ported 

visible exports /,vizob(a)l 'ekspo:ts/ 
plural noun real products which are ex- 
ported, as opposed to services 

visible imports /,viztb(9)l 'ımpə:ts/ 
plural noun real products which are im- 
ported, as opposed to services 

visit /'vızıt/ noun a short stay in a place 
O We are expecting a visit from our Ger- 
man agents. O He is on a business visit to 
London. O We had a visit from the VAT in- 
spector. ™@ verb to go to a place, to see 
someone for a short time O He spent a 
week in Scotland, visiting clients in Edin- 
burgh and Glasgow. O The trade delega- 
tion visited the Ministry of Commerce. 


visitor /'vızıtə/ noun 1. a person who 
visits O The chairman showed the Japa- 
nese visitors round the factory. 2. a person 
who visits a website 
‘During the week to December 19, the 
number of visitors to consumer e-com- 
merce sites jumped 37% compared with 
the same week last year’ [Times] 
visitors’ bureau /'vizitoz ,bjusrau/ 
noun an office which deals with visitors’ 
questions 
visual display terminal /,vizjual di 
‘spler ,ts:minol/, visual display unit 
/,v13Ual di'spler ,ju:nit/ noun a screen 
attached to a computer which shows the 
information stored in the computer. Ab- 
breviation VDT, VDU 
vivos » inter vivos 
vocation /vou'ke1J(a)n/ noun an occu- 
pation that you feel strongly you should 
do and have the right skills for O He found 
his vocation as a special needs teacher. O 
He followed his vocation and became an 
accountant. 


vocational /vəv'kerf(o)n(o)l/ adjec- 
tive referring to a choice of career or oc- 
cupation which a person wishes to follow 


vocational guidance /vou 
ikerf(a)nal 'gard(a)ns/ noun the process 
of helping young people to choose a suit- 
able job 

vocational training /vou,kerf(a)nal 
'trernıy/ noun training for a particular 
job 
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voicemail /'vərsmerl/ noun an elec- 
tronic communications system which 
stores digitised recordings of telephone 
messages for later playback 
void /void/ adjective not legally valid m 
verb o to void a contract to make a con- 
tract invalid 
volatile /'volatatl/ adjective referring 
to a market or price which is not stable, 
but which rises and falls sharply O The 
share has been very volatile since it was 
launched. 
‘...blue chip stocks are the least volatile 
while smaller stocks are the most volatile’ 
[The Times] 
“...the investment markets appear to have 
become ever more volatile, with interest 
rates moving at times to extreme levels, 
and the stock market veering wildly from 
boom to slump and back again’ 
[Financial Times Review] 
“...the FTSE 100 Index ended another vol- 
atile session a net 96.3 easier at 6027’ 
[Financial Times] 
volatility /,vola'trltti/ noun the fact of 
being volatile O Investors are recom- 
mended to keep their money in building 
society accounts because the increasing 
volatility of the stock market. 
‘...while the technology sector has cer- 
tainly captured the imagination of private 
investors, the enthusiasm it has aroused 
among them is likely to cause extreme 
share price volatility in the short term’ 
[Financial Times] 
volume /'volju:m/ noun 1. a quantity 
of items 2. the quantity of shares traded 
on a stock market O average daily vol- 
ume: 130,000 shares 
volume business /‘vplju:m ,biznos/ 
noun dealing in large quantities of items 
volume discount /'volju:m 
,diskaunt/ noun the discount given to a 
customer who buys a large quantity of 
goods 
volume of business /,vplju:m ov 
‘biznis/ noun the number of items sold, 
or the number of shares sold on the Stock 
Exchange during a day’s trading O The 
company has maintained the same vol- 
ume of business in spite of the recession. 
volume of output /,volju:zm ov 
‘aut put/ noun the number of items pro- 
duced 
volume of sales /,volju:m ov 'serlz/ 
noun the number of items sold o low or 


























high volume of sales a small or large 
number of items sold 


volume of trade /,volju:m ov 'trerd/ 
noun same as volume of business 


voluntarily /'volənt(ə)rəlı/ adverb 
without being forced or paid 


voluntary /'volənt(ə)ri/ adjective 1. 
done freely without anyone forcing you to 
act 2. done without being paid 


voluntary arrangement 
/,volont(9)ri ə'reindzmənt/ noun same 
as scheme of arrangement 


voluntary liquidation /,volont(s)ri 
jikwi'derf(a)n/ noun a situation where a 
company itself decides it must close and 
sell its assets 

voluntary organisation 
/‘vplont(9)ri ,orgenaizelf(9)n/ noun an 
organisation which does not receive fund- 
ing from the government, but relies on 
contributions from the public 


voluntary redundancy / volont(a)ri 
r1'dandonsi/ noun a situation where the 
employee asks to be made redundant, 
usually in return for a large payment 


vote /vaut/ noun the act of marking a 
paper or holding up your hand, to show 
your opinion or to show who you want to 
be elected o to take a vote on a proposal, 
to put a proposal to the vote to ask peo- 
ple present at a meeting to say if they do 
or do not agree with the proposal m verb 
to show an opinion by marking a paper or 
by holding up your hand at a meeting O 
The meeting voted to close the factory. O 
52% of the members voted for Mr Smith 
as chairman. © Most of the staff voted for 
a strike. n to vote for or against a pro- 
posal to say that you agree or do not agree 
with a proposal o two directors were 
voted off the board at the AGM the 
AGM voted to dismiss two directors 
she was voted on to the committee she 
was elected a member of the committee 


vote of thanks /,vaut əv 'Bzanks/ plu- 
ral noun official vote at a meeting to show 
that the meeting is grateful for what 
someone has done O The meeting passed 
a vote of thanks to the organizing commit- 
tee for their work in setting up the inter- 
national conference. 


voter /'vauta/ noun a person who votes 


voting /‘vautim/ noun the act of making 
a vote 
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voting paper /'voutin ,perpa/ noun a 
paper on which the voter puts a cross to 
show for whom he or she wants to vote 
voting rights /'vəvtıņ rarts/ plural 
noun the rights of shareholders to vote at 
company meetings 


voting shares /'vautin feəz/ plural 
noun shares which give the holder the 
right to vote at company meetings 
voucher /'vautfə/ noun 1. a piece of 
paper which is given instead of money 2. 
a written document from an auditor to 
show that the accounts are correct or that 
money has really been paid 


W 


wage /weid3/ noun the money paid to 
an employee in return for work done, es- 
pecially when it is paid weekly and in 
cash O She is earning a good wage or 
good wages for a young person. (NOTE: 
The plural wages is more usual when 
referring to the money earned, but wage 
is used before other nouns.) 
‘European economies are being held back 
by rigid labor markets and wage struc- 
tures’ [Duns Business Month] 
“...real wages have been held down dra- 
matically: they have risen at an annual rate 
of only 1% in the last two years’ 
[Sunday Times] 
COMMENT: The term ‘wages’ refers to 
weekly or hourly pay for workers, usually 
paid in cash. For employees paid by a 
monthly cheque, the term used is ‘sala- 
ry’. 
wage adjustments /'weid3 ə 
,d3astmonts/ plural noun changes made 
to wages 
wage claim /'we1d3 kletm/ noun an 
act of asking for an increase in wages 
wage differentials /'werdz difo 
,renfalz/ plural noun same as pay differ- 
entials 
wage-earner /'we1d3 ,3:no/ noun a 
person who earns a wage 
wage-earning /‘weid3 ,3:n1/ adjec- 
tive o the wage-earning population peo- 
ple who have jobs and earn money 














wage freeze /'we1d3 fri:z/ noun a pe- 
riod when wages are not allowed to in- 
crease. Also called freeze on wages, 
wages freeze 

wage levels /'weid3 ,lev(a)lz/ plural 
noun same as pay levels 

wage negotiations /'werdz nigovfi 
,e1f(9)nz/ plural noun same as pay ne- 
gotiations 

wage packet /'werdz ,pekit/ noun 
same as pay packet 

wage parity /'werdz ,periti/ noun 
same as pay parity 

wage-price spiral /,weid3 'prars 
\Spatoral/ noun a situation where price 
rises encourage higher wage demands 
which in turn make prices rise 

wage review /'werd3 r1,vju:/ noun the 
examination of salaries or wages in a 
company to see if the employees should 
earn more 

wages and prices freeze /,we1d31z 
ən 'praisiz frizz/ noun a period when 
wages and prices are not allowed to be in- 
creased 

wage scale /'werd3 skel/ noun same 
as pay scale 

wages clerk /'werd31z kla:k/ noun 
same as payroll clerk 

wages freeze /'weid31z fri:z/ noun 
same as wage freeze 
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wages policy /‘we1d31z ,polisi/ noun 
a government policy on what percentage 
increases should be paid to workers 


wagon /'wægən/ noun a goods truck 
used on the railway 


waive /wetv/ verb to give up a right O 
He waived his claim to the estate. o to 
waive a payment to say that payment is 
not necessary 

waiver /'wervə/ noun an act of giving 
up a right or removing the conditions of a 
rule O If you want to work without a per- 
mit, you will have to apply for a waiver. 


waiver clause /'werva klo:z/ noun a 
clause in a contract giving the conditions 
under which the rights in the contract can 
be given up 
walk off phrasal verb to stop working 
and leave an office, factory or task as a 
protest O The builders walked off the job 
because they said the site was too dan- 
gerous. 
walk out phrasal verb to stop working 
and leave an office or factory as a pro- 
test O The whole workforce walked out 
at the news of her dismissal. 
walk-in /'wo:k m/ noun a person who 
approaches an organisation for a job, 
without knowing if any jobs are available 
(NOTE: The plural is walk-ins.) 
walk-out /'wo:k aut/ noun a strike or 
stopping work O Production has been 
held up by the walk-out of the workers. O 
Production has been held up by a work- 
ers’ walk-out. (NOTE: The plural is walk- 
outs.) 


wallet envelope /,wolit ‘envaloup/ 
noun a type of envelope with the flap 
along the longer side (an envelope with a 
flap at the end, on the shorter side, is 
called a ‘pocket envelope’) 


wallet file /‘wolit fatl/ noun a card- 
board file, with a wide pocket on one side 
and a flap which folds down 

wall safe /'wo:1 serf/ noun a safe in- 
stalled in a wall 


Wall Street /'wo:l stri:t/ noun 1. a 
street in New York where the Stock Ex- 
change is situated 2. the US financial cen- 
tre O Wall Street analysts predict a rise in 
interest rates. O She writes the Wall Street 
column in the newspaper. 


want ads /'wont zdz/ plural noun US 
advertisements listed in a newspaper un- 














der special headings such as ‘property for 
sale’ or ‘jobs wanted’ 

WAP /weep/ noun a technical language 
and set of processing rules that enables 
users of mobile phones to access websites 
(NOTE: WAP stands for Wireless Appli- 
cation Protocol and is the equivalent of 
HTML for mobile phones.) 
warehouse /'weshaus/ noun a large 
building where goods are stored o price 
ex warehouse the price for a product 
which is to be collected from the manu- 
facturer’s or agent’s warehouse and so 
does not include delivery m verb to store 
goods in a warehouse O Our offices are in 
London but our stock is warehoused in 
Scotland. 

warehouse capacity /'weəhaus kə 
\pesiti/ noun the space available in a 
warehouse 

warehouseman /‘weshausmon/ 
nouna person who works in a warehouse 
(NOTE: The plural is warehousemen. ) 
warehousing /'weshauzin/ noun the 
act of storing goods in a warehouse O 
Warehousing costs are rising rapidly. 
war for talent /,wo: fə 'tælənt/ noun 
competition between different organisa- 
tions to recruit and retain talented staff 
warn /wo:n/ verb to say that there is a 
possible danger O He warned the share- 
holders that the dividend might be cut. O 
The government warned of possible im- 
port duties. O He was warned that any 














further instances of absenteeism would be 


punished by stopping his pay. (NOTE: You 
warn someone of something or that 
something may happen.) 


warning /‘wornin/ noun a notice of 
possible danger O Warning notices were 
put up around the construction site. o to 
issue a profits warning to state that prof- 
its will not be as good as last year, or 
much as predicted 
warrant /'woront/ noun an official doc- 
ument which allows someone to do some- 
thing m™ verb 1. to guarantee O All the 
spare parts are warranted. 2. to show that 
something is reasonable O The company’s 
volume of trade with the USA does not 
warrant six trips a year to New York by 
the sales director. 

“...the rights issue will grant shareholders 

free warrants to subscribe for further new 

shares’ [Financial Times] 
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warrantee /,woron'tit/ noun a person 
who is given a warranty 


warrantor /,woron'to:/ noun a person 
who gives a warranty 

warranty /'woronti/ noun 1. a legal 
document which promises that a machine 
will work properly or that an item is of 
good quality O The car is sold with a 
twelve-month warranty. O The warranty 
covers spare parts but not labour costs. 2. 
a promise in a contract 3. a statement 
made by an insured person which de- 
clares that the facts stated by him are true 


wastage /'weistid3/ noun an amount 
lost by being wasted O Allow 10% extra 
material for wastage. 


waste /weist/ noun material left over 
from a production process which is of no 
value and is thrown away E adjective not 
used O Waste materials are collected from 
the factory each week. O Cardboard is 
made from recycled waste paper. ™@ verb 
to use more than is needed O to waste 
money or paper or electricity or time O 
The MD does not like people wasting her 
time with minor details. O We turned off 
all the heating so as not to waste energy. 
COMMENT: Industrial waste has no value, 
as opposed to scrap which may be sold 
to a scrap dealer. 
wastebasket /'weistba:skit/ noun 
US same as waste paper basket 


wasteful /'werstf(o)l/ adjective which 
wastes a lot of something O This photo- 
copier is very wasteful of paper. 


waste management /weist 
'menid3zmont/, waste control noun 
control of the waste produced by an or- 
ganisation to avoid the excessive use of 
resources and damage to the environment 
through processes such as recycling and 
to promote the efficient use of materials 
waste paper basket /,weist 'peips 
ibarskit/ noun a container into which pa- 
per or pieces of rubbish can be thrown 
wasting asset /,weistin 'zesit/ noun 
an asset which becomes gradually less 
valuable as time goes by, e.g. a short lease 
on a property 

waybill /‘werbil/ noun a list of goods 
being transported, made out by the carrier 
weak market /,wi:k 'markit/ noun a 
share market where prices tend to fall be- 
cause there are no buyers 


weakness /'wi:knas/ noun the fact of 

being weak or at a low level 
‘...indications of weakness in the US 
economy were contained in figures from 
the Fed on industrial production’ 
[Financial Times] 

wealth /wel0/ noun a large quantity of 

money owned by a person 


wealth tax /'wel@ teks/ noun a tax on 
money, property or investments owned by 
a person 

wealthy /'wel@i/ adjective very rich O 
The company is owned by a wealthy 
American businessman. 

wear and tear /,weor ən 'tea/ noun 
the deterioration of a tangible fixed asset 
as a result of normal use. This is recog- 
nised for accounting purposes by depreci- 
ation. 

web /web/ noun same as World Wide 
Web 


web bug /'web bag/ noun a small com- 
puter file, placed in a website user’s 
browser so that the user’s actions can be 
tracked the next time he or she visits the 
site 

web form /'web fo:m/ noun an elec- 
tronic document similar to a printed form, 
which can be used to collect information 
from a visitor to a website. When the form 
has been filled in the form, it is usually re- 
turned to the owner of the website by e- 
mail. 

web log /'web log/ noun 1. a record of 
activity taking place on a website, which 
can provide important marketing infor- 
mation, e.g. on how many users are visit- 
ing the site and what they are interested 
in, as well as highlighting any technical 
problems. Also called server log 2. a 
personal journal published on the Inter- 
net, which often encourages other users to 
make comments. Also called blog 
webmaster /'‘webmaisto/ noun the 
person who looks after a website, chang- 
ing and updating the information it con- 
tains and noting how many people visit it 
(NOTE: Several different people within an 
organisation may share the job of web- 
master.) 

webpage /'webpeid3/ noun a single 
file of text and graphics, forming part of a 
website 


website /'websart/ noun a position on 
the web, which is created by a company, 


website classification 


446 





organisation or individual, and which an- 
yone can visit O How many hits did we 
have on our website last week? 
website classification /,websait 
ikleesrfi'ke1f(9)n/ noun the organisation 
of the materials on a website into different 
categories, so that they can be easily iden- 
tified and found by users 

week /wi:k/ noun a period of seven days 
(from Monday to Sunday) O He earns 
£500 a week or per week. O She works 
thirty-five hours per week or she works a 
thirty-five-hour week. o to be paid by the 
week to be paid a certain amount of mon- 
ey each week 

weekday /'wi:kde1/ noun a normal 
working day (not Saturday or Sunday) 
weekly /'wi:kli/ adjective done every 
week O The weekly rate for the job is 
£250. 

weekly magazine /,wi:kli ,mægə 
'ziin/ noun a magazine which is pub- 
lished each week 

weigh /wei/ verb 1. to measure how 
heavy something is O He weighed the 
packet at the post office. 2. to have a cer- 
tain weight O the packet weighs twenty- 
five grams 

weighbridge /‘werbrid3/ noun a plat- 
form for weighing a lorry and its load 
weighing machine /'wernn mo,fi:n/ 
noun a machine which measures how 
heavy a thing or a person is 

weight /weit/ noun a measurement of 
how heavy something is o to sell fruit by 
weight the price is per pound or per kilo 
of the fruit o to give short weight to give 
less than you should ™ verb to give an ex- 
tra value to a factor 

weighted average /,weitid 
'æv(ə)rıd3/ noun an average which is 
calculated taking several factors into ac- 
count, giving some more value than oth- 
ers 

weighted index /,wertid 'ındeks/ 
noun an index where some important 
items are given more value than less im- 
portant ones 

weighting /‘weit1n/ noun an additional 
salary or wages paid to compensate for 
living in an expensive part of the country 
O The salary is £15,000 plus London 
weighting. 

weightlessness /'wertləsnəs/ noun a 
quality considered to be characteristic of 






































an economy that is based on intangible as- 
sets such as knowledge rather than physi- 
cal assets 
weight limit /'wert ‚lımıt/ noun the 
maximum weight O The packet is over the 
weight limit for letter post, so it will have 
to go by parcel post. 
welfare /'welfeə/ noun 1. the practice 
of looking after people O The chairman is 
interested in the welfare of the workers’ 
families. 2. money paid by the govern- 
ment to people who need it O With no job 
and no savings, he was forced to live on 
welfare. 
‘California become the latest state to enact 
a program forcing welfare recipients to 
work for their benefits’ [Fortune] 
welfare state /,welfeo 'stert/ noun a 
country which looks after the health, edu- 
cation, etc., of the people 
well-known /,wel 'nəun/ adjective 
known by many people 
well-paid /,wel 'perd/ adjective earn- 
ing a high salary O She has a well-paid 
job in an accountancy firm. 
wet goods /'wet gudz/ plural noun 
goods that are sold in liquid form O Spe- 
cial plastic containers have to be used for 
wet goods. O Inflammable wet goods are 
the most dangerous type of product to 
transport. 
WFM abbr workflow management 
wharf /wo:f/ noun a place in a dock 
where a ship can tie up to load or unload 
(NOTE: The plural is wharfs or 
wharves.) 
wharfage /'wo:f1d3/ noun a charge for 
tying up at a wharf 
wharfinger /'wo:fınd3ə/ noun a per- 
son who works on a wharf 
wheeler-dealer /,wi:la 'di:lə/ noun a 
person who lives on money from a series 
of profitable business deals 
whereof /weər'ov/ adverb o in witness 
whereof I sign my hand I sign as a wit- 
ness that this is correct (formal) 
whistleblower /'wis(9)l,blaua/ noun 
a person who reveals dishonest practices 
(informal) 
white-collar /, wait 'kvlo/ adjective re- 
ferring to office workers 
“...the share of white-collar occupations in 
total employment rose from 44 per cent to 
49 per cent’ [Sydney Morning Herald] 
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white-collar crime /,wart ,kolo 
'kraım/ noun crimes committed by busi- 
ness people or office workers (such as 
embezzlement, computer fraud or insider 
dealing) 

white-collar job /wart ‘kolo d3pb/ 
noun a job in an office 

white-collar union /wait kolo 
‘juinjron/ noun a trade union formed of 
white-collar workers 

white-collar worker /wait kolo 
'w3:ko/ noun a worker in an office, not in 
a factory 

white goods /'wait gudz/ plural noun 
1. machines which are used in the kitch- 
en, e.g. refrigerators, washing machines 
2. household linen, e.g. sheets and towels 
white knight /wart 'nart/ noun a per- 
son or company which rescues a firm in 
financial difficulties, especially one 
which saves a firm from being taken over 
by an unacceptable purchaser 

White Paper /wait 'perpo/ noun a re- 
port issued by the UK government as a 
statement of government policy on a par- 
ticular problem. Compare Green Paper 
white sale /,wait 'serl/ noun a sale of 
sheets, towels, etc. 

white squire /,wait 'skwara/ noun a 
shareholder who purchases a_ large 
number of shares, but not a controlling in- 
terest, in a company in order to prevent it 
from being taken over 

whizz-kid /'wiz kid/ noun a brilliant 
young person who quickly becomes suc- 
cessful in business O She was a whizz-kid 
who reached head of department in five 
years. 

whole-life insurance /,houl 'larf ın 
_Juorons/, whole-life policy /,houl ‘arf 
,polisi/ noun an insurance policy where 
the insured person pays a fixed premium 
each year and the insurance company 
pays a sum when he or she dies. Also 
called whole-of-life assurance 
wholesale /‘houlserl/ adjective, ad- 
verb referring to the business of buying 
goods from manufacturers and selling 
them in large quantities to traders (retail- 
ers) who then sell in smaller quantities to 
the general public O J persuaded him to 
give us a wholesale discount. o he buys 
wholesale and sells retail he buys goods 
in bulk at a wholesale discount and then 
sells in small quantities to the public 














wholesale dealer /‘houlserl ,di:lo/ 
noun a person who buys in bulk from 
manufacturers and sells to retailers 


wholesale price /‘houlserl prats/ 
noun the price charged to customers who 
buy goods in large quantities in order to 
resell them in smaller quantities to others 


wholesale price index /,houlserl 
‘prais ,indeks/ noun an index showing 
the rises and falls of prices of manufac- 
tured goods as they leave the factory 
wholesaler /‘haulseila/ noun a person 
who buys goods in bulk from manufactur- 
ers and sells them to retailers 


wholly-owned subsidiary /,houlli 
aund səb'sıdjəri/ noun a subsidiary 
which belongs completely to the parent 
company 

wildcat strike /'waildket strark/ 
noun a strike organised suddenly by 
workers without the approval of the main 
union office 


will /w1l/ noun a legal document where 
someone says what should happen to his 
or her property when he or she dies O He 
wrote his will in 1984. O According to her 
will, all her property is left to her chil- 
dren. 
COMMENT: A will should best be drawn up 
by a solicitor; it can also be written on a 
form which can be bought from a station- 
ery shop. To be valid, a will must be dat- 
ed and witnessed by a third party (i.e. by 
ral who is not mentioned in the 
will). 
win /win/ verb to be successful o to win 
a contract to be successful in tendering 
for a contract O The company announced 
that it had won a contract worth £25m to 
supply buses and trucks. 
wind up phrasal verb 1. to end a meet- 
ing, or to close down a business or or- 
ganisation and sell its assets O She 
wound up the meeting with a vote of 
thanks to the committee. 2. o to wind 
up a company to put a company into 
liquidation O The court ordered the 
company to be wound up. 
windfall /‘wmdfo:l/ noun a sudden 
winning of money or a sudden profit 
which is not expected 
windfall profit /,wimdfo:l 'profit/ 
noun a sudden profit which is not expect- 
ed 


windfall profits tax /'windfo: 
profits teks/, windfall tax /'windfo:l 
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teeks/ noun a tax on companies that have 
made large profits because of circum- 
stances outside their usual trading activi- 
ties. A windfall tax was imposed on the 
privatised utility companies in 1997. 
winding up /‘warndin 'ap/ noun liqui- 
dation, the act of closing a company and 
selling its assets 0 a compulsory wind- 
ing up order an order from a court saying 
that a company must be wound up 
window /'wındəv/ noun a short period 
when something is available or possible 
window display /‘windou d1,sple1/ 
noun the display of goods in a shop win- 
dow 

window dressing /‘windou ,dresin/ 
noun 1. the practice of putting goods on 
display in a shop window, so that they at- 
tract customers 2. the practice of putting 
on a display to make a business seem bet- 
ter or more profitable or more efficient 
than it really is 

window envelope /,windau 
‘envaloup/ noun an envelope with a hole 
covered with film so that the address on 
the letter inside can be seen 

window of opportunity /,windau ov 
ppo'tjurmiti/ noun a short period which 
allows an action to take place 

window shopping /‘windou ,fopm/ 
noun the practice of looking at goods in 
shop windows, without buying anything 
win-win situation /,win ,win ,sitju 
‘erf{(a)n/ noun a situation in which, what- 
ever happens or whatever choice is made, 
the people involved will benefit 

WIP abbr work in progress 

wireless /'warələs/ adjective referring 
to communications systems and devices 
that use mobile phone technology 
withdraw /w10'dro:/ verb 1. to take 
money out of an account O to withdraw 
money from the bank or from your ac- 
count O You can withdraw up to £50 from 
any cash machine by using your card. 2. 
to take back an offer O When he found out 
more about the candidate, the HR manag- 
er withdrew the offer of a job. O When the 
employees went on strike, the company 
withdrew its revised pay offer. (NOTE: 
withdrawing — withdrew) o one of the 
company’s backers has withdrawn he 
or she stopped supporting the company fi- 
nancially O We expect they will withdraw 
their takeover bid. O The chairman asked 


























him to withdraw the remarks he has made 
about the finance director. 


withdrawal /w16'dro:al/ noun the act 
of removing money from an account O to 
give seven days’ notice of withdrawal O 
Withdrawals from bank accounts reached 
a peak in the week before Christmas. 
withdrawal without penalty at seven 
days’ notice money can be taken out of a 
deposit account, without losing any inter- 
est, provided that seven days’ notice has 
been given 


withholding tax /wi6'houldin ,teks/ 
noun US 1. a tax which removes money 
from interest or dividends before they are 
paid to the investor, usually applied to 
non-resident investors 2. an amount de- 
ducted from a person’s income which is 
an advance payment of tax owed (such as 
PAYE) 3. income tax deducted from the 
paycheque of an employee before they 
are paid 

with profits /w10 'profits/ adverb re- 
ferring to an insurance policy which guar- 
antees the policyholder a share in the 
profits of the fund in which the premiums 
are invested 














witness /'witnas/ noun a person who 
sees something happen o to act as a wit- 
ness to a document, a signature to sign 
a document to show that you have 
watched the main signatory sign it O The 
MD signed as a witness. © The contract 
has to be signed in front of two witnesses. 
E verb to sign (a document) to show that 
you guarantee that the other signatures on 
it are genuine O the two directors were 
asked to witness the agreement or the sig- 
nature 


witness summons /'wıītnəs 
,sAmonz/ noun a court order requiring 
someone to appear as a witness (NOTE: 
This term has now replaced subpoe- 
na.) 


women’s magazine /‘wiminz mega 
\ziin/ noun a magazine aimed at the 
women’s market 


wording /'w3:din/ noun a series of 
words O Did you read the wording on the 
contract? 


word-processing bureau /,w3:d 
‘prousesin ,bjuarau/ noun an office 
which specializes in word-processing for 
other companies 
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work /w3:k/ noun 1. things done using 
the hands or brain 2. a job, something 
done to earn money O It is not the work it- 
self that the employees are complaining 
about O He goes to work by bus. O She 
never gets home from work before 8 p.m. 
O His work involves a lot of travelling. O 
He is still looking for work. O She has 
been out of work for six months. ™ verb 1. 
to do things with your hands or brain, for 
money O The factory is working hard to 
complete the order. O She works better 
now that she has been promoted. o to 
work a machine to make a machine func- 
tion o to work to rule to work strictly ac- 
cording to rules agreed between the com- 
pany and the trade union e.g. by not doing 
overtime, as a protest 2. to have a paid job 
O She works in an office. O He works at 
Smith’s. 
“...the quality of the work environment 
demanded by employers and employees 
alike’ [Lloyd’s List] 
work out phrasal verb 1. to calculate O 
He worked out the costs on the back of 
an envelope. O He worked out the dis- 
count at 15%. O She worked out the dis- 
count on her calculator. 2. he is 
working out his notice he is working 
during the time between resigning and 
actually leaving the company 
workaholic /, wa:ko'holik/ noun a per- 
son who works all the time, and is unhap- 
py when not working 
worker /'wsikə/ noun 1. a person who 
is employed o worker representation on 
the board the fact of having a represent- 
ative of the workers as a director of the 
company 2. a person who works hard O 
She’s a real worker. O She’s a hard work- 
er. 
worker control /,ws:ka kon'traul/ 
noun the control of an organisation by its 
own employees, or the involvement of 
employees in management 
worker director /,ws:ko dar'rekto/ 
noun a director of a company who is a 
representative of the workforce 
worker participation = /,wa:ko 
par:tisr'perf(a)n/ noun the practice of 
employees sharing in the company’s plan- 
ning and decision-making 
work experience § /'ws:k ık 
,Splorions/ noun the practice of a student 
working for a company to gain experience 
of how businesses work 


















































work flow /'ws:k flau/ noun 1. the se- 
quence of jobs which results in a final 
product or service O A flow chart on the 
wall showed the work flow for the coming 
month, 2. the rate of progress of work 
done by a business, department or indi- 
vidual 

workflow management /,ws:kfləu 
‘mzenid3mont/ noun the process of con- 
trolling the flow of material that has to be 
processed to the department, individual or 
machine that has to process it. Abbrevia- 
tion WFM 


workforce /'wa:kfois/ noun the total 
number of employees in an organisation, 
industry or country 


working /'wa:kin/ adjective 1. refer- 
ring to a person who works or who per- 
forms tasks O The new rules apply to the 
whole working population of the country. 
O How large is the working population of 
the country? 2. referring to work 
working capital /‘ws:kin ,kepit(a)l/ 
noun capital in the form of cash, stocks 
and debtors but not creditors, used by a 
company in its day-to-day operations. 
Also called circulating capital, floating 
capital, net current assets 


working conditions /'ws:ik kon 
,dif(a)nz/ plural noun the general state of 
the place where people work, e.g. whether 
it is hot, noisy, dark or dangerous 
working partner /'ws:kıy ,pa:tno/ 
noun a partner who works in a partner- 
ship 

working party /‘wa:k1n ,pa:ti/ noun a 
group of experts who study a problem O 
The government has set up a working par- 
ty to study the problems of industrial 
waste. O Professor Smith is the chairman 
of the working party on computers in so- 
ciety. 

working week /,ws:kıņ 'wi:k/ noun 
the usual number of hours worked per 
week O Even though he is a freelance, he 
works a normal working week. 


work in progress /,ws:k m 
‘prougres/ noun the value of goods being 
manufactured which are not complete at 
the end of an accounting period O Our 
current assets are made up of stock, good- 
will and work in progress. Abbreviation 
WIP (NOTE: The US term is work in 
process.) 
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“...the control of materials from purchased 
parts through work in progress to finished 
goods provides manufacturers with an op- 
portunity to reduce the amount of money 
tied up in materials’ [Duns Business 
Month| 


workload § /'ws:klaud/ noun the 
amount of work which a person has to do 
O He has difficulty in coping with his 
heavy workload. 

workman /'w3:kmon/ noun a man who 
works with his hands (NOTE: The plural is 
workmen.) 


workmanship /'wsikmənf1p/ noun 
the skill of a good workman o bad or 
shoddy workmanship bad work done by 
a workman 


work permit /'wa:k ,ps:mit/ noun an 
official document which allows someone 
who is not a citizen to work in a country 


workplace /'wa:kplets/ noun a place 
where you work 
“...every house and workplace in Britain is 
to be directly involved in an energy effi- 
ciency campaign’ [Times] 
works /waiks/ noun a factory O There is 
a small engineering works in the same 
street as our office. O The steel works is 
expanding. (NOTE: takes a singular or 
plural verb) 


works committee /'ws:ks ko,miti/, 
works council /'‘wa:ks ,kaunsol/ noun 
a committee of employees and manage- 
ment which discusses the organisation of 
work in a factory 


work-sharing /‘wa:k ,feorm/ noun 1. 
a system that allows two or more part- 
timers to share one job, each doing part of 
the work for part of the pay 2. a system 
where employees agree to share work 
when there is less work available, so as to 
avoid redundancies 

workshop /'wa:kfpp/ noun a small 
factory 

works manager /'wa:ks ,mænıd3ə/ 
noun a person in charge of a works 
workspace /'wa:kspets/ noun the 
memory or space available on a computer 
for temporary work 

workstation /'wa:k,sterf(9)n/ noun a 
desk, usually with a computer terminal, 














printer, telephone and other office items 
at which an employee in an office works 


work study /'wa:k ,stadi/ noun the 
analysis of activities carried out by em- 
ployees in the course of their work for an 
organisation in order to improve efficien- 
cy or as part of quality management 


work-to-rule /,wa:k tə 'ru:l/ noun an 
act of working strictly according to the 
rules agreed between the union and man- 
agement e.g. by not doing any overtime, 
as a protest 

workweek /'ws:kwi:k/ noun US the 
usual number of hours worked per week 
O She works a normal 35-hour workweek. 


world /ws:ld/ noun the people in a spe- 
cific business or people with a special in- 
terest O the world of big business O the 
world of lawyers or the legal world 
“...the EU pays farmers 27 cents a pound 
for sugar and sells it on the world market 
for 5 cents’ [Duns Business Month] 
“...manufactures and services were the 
fastest growing sectors of world trade’ 
[Australian Financial Review] 
World Bank /wa:ld 'bæņk/ noun a 
central bank, controlled by the United Na- 
tions, whose funds come from the mem- 
ber states of the UN and which lends 
money to member states 


world rights /,wa:ld 'rarts/ plural 
noun the right to sell the product any- 
where in the world 


World Trade Organization /wa:ld 
'trerd o:gonal,zeif(a)n/ noun an inter- 
national organisation set up with the aim 
of reducing restrictions in trade between 
countries. Abbreviation WTO 


worldwide = /'wa:ldwaid/; = /wa:ld 
'ward/ adjective, adverb everywhere in 
the world © The company has a world- 
wide network of distributors. O World- 
wide sales or Sales worldwide have 
topped two million units. O This make of 
computer is available worldwide. 


World Wide Web /,wa:ld ‚ward 'web/ 
noun an information system on the Inter- 
net that allows documents to be linked to 
one another by hypertext links and ac- 
commodates websites and makes them 
accessible. Also called web 


451 


WTO 





worth /w3:0/ adjective having a value or 
a price O Don’t get it repaired — it’s worth 
only £25. O The car is worth £6,000 on 
the secondhand market. o he is worth 
£10m he owns property, investments, etc., 
which would sell for £10m o what are 
ten pounds worth in dollars? what is the 
equivalent of £10 in dollars? m noun a 
value o give me ten pounds’ worth of 
petrol give me as much petrol as £10 will 
buy 

worthless /'w3:0las/ adjective having 
no value O The cheque is worthless if it is 
not signed. 

wrap /ræp 'ap/, wrap up /rep ‘ap/ 
verb to cover something all over in paper 
O He wrapped (up) the parcel in green 
paper. o to gift-wrap a present to wrap a 
present in attractive paper 


wreck /rek/ noun the fact of collapsing, 
or a company which has collapsed O He 
managed to save some of his investment 
from the wreck of the company. O Inves- 
tors lost thousands of pounds in the wreck 
of the investment trust. ™@ verb to damage 
something badly or to ruin it O They are 
trying to salvage the wrecked tanker. O 
The negotiations were wrecked by the un- 
ions. 


writ /,rit ov 'samonz/, writ of sum- 
mons /rit ov 'samonz/ nouna legal doc- 
ument which begins an action in the High 
Court O The court issued a writ to prevent 
the trade union from going on strike. O 
The company obtained a writ to prevent 
the trade union from going on Strike. 0 to 
serve someone with a writ, to serve a 
writ on someone to give someone a writ 
officially, so that he or she has to defend it 
write back phrasal verb to give value 
to an asset which has been written down 
or written off (as when a bad debt is fi- 
nally paid) 
write down phrasal verb to note an as- 
set at a lower value than previously O 
written down value O The car is written 
down in the company’s books. 
write off phrasal verb to cancel a debt, 
or to remove an asset from the accounts 
as having no value O We had to write off 
£20,000 in bad debts. o two cars were 










































































written off after the accident the in- 
surance company considered that both 
cars were a total loss o the cargo was 
written off as a total loss the cargo was 
so badly damaged that the insurers said 
it had no value 

‘$30 million from usual company borrow- 
ings will either be amortized or written off 
in one sum’ [Australian Financial Review | 
write out phrasal verb to write some- 
thing in full O She wrote out the minutes 
of the meeting from her notes. to 
write out a cheque to write the words 
and figures on a cheque and then sign it 


writedown /'rattdaun/ noun a reduc- 
tion in the recorded value of an asset to 
comply with the concept of prudence. 
The valuation of stock at the lower of cost 
or net realisable value may require the 
values of some stock to be written down. 
“...the holding company has seen its earn- 
ings suffer from big writedowns in con- 
junction with its $1 billion loan portfolio’ 
[Duns Business Month] 
write-off /'rart pf/ noun 1. the total loss 
or cancellation of a bad debt, or the re- 
moval of an asset’s value from a compa- 
ny’s accounts O to allow for write-offs in 
the yearly accounts 2. something which is 
so badly damaged that it cannot be re- 
paired (informal) O The car was a write- 
off: 
writing /'rartıy/ noun something which 
has been written O to put the agreement in 
writing O He had difficulty in reading the 
candidate’s writing. 
written-down value /,rit(a)n daun 
‘veelju:/ noun a value of an asset in a 
company’s accounts after it has been writ- 
ten down or recorded at a lower value than 
previously 
written permission /,rit(a)n pə 
‘m1f(9)n/ noun a document which allows 
someone to do something 
wrongful /'ronf(o)l/ adjective unlawful 
wrongful dismissal /,ronf(o)l dis 
‘mis(a)l/ noun the act of removing some- 
one from a job for reasons which are 
wrong 


WTO abbr World Trade Organization 


























XYZ 


XBRL noun a computer language used 
for financial reporting that allows compa- 
nies to exchange or publish financial in- 
formation through the Internet. Full form 
Extensible Business Reporting Lan- 
guage 

xd abbr ex dividend 


Xerox /'ziarpks/ noun 1. a trade mark 
for a type of photocopier O to make a xer- 
ox copy of a letter O We must order some 
more xerox paper for the copier. O We are 
having a new xerox machine installed to- 
morrow. 2. a photocopy made with a Xer- 
ox machine O to send the other party a 
xerox of the contract O We have sent xer- 
oxes to each of the agents. m verb to make 
a photocopy with a Xerox machine O to 
xerox a document O she xeroxed all the 


file 

yard /ja:d/ noun 1. a measure of length 
(=0.91 metres) (NOTE: Can be written yd 
or yds after numbers: 10 yd. Yards are 
no longer in official use in the UK) 2. a 
factory which builds ships O This yard 
builds mainly fishing boats. 


yd abbr yard 


year /jio/ noun a period of twelve 
months 


yearbook /'jrabuk/ noun a reference 
book which is published each year with 
updated or new information 


year end /,j1a 'end/ noun the end of the 
financial year, when a company’s ac- 
counts are prepared O The accounts de- 
partment has started work on the year- 
end accounts. 

yearly /'jiali/ adjective happening once 
a year O We make a yearly payment of 
£1000. O His yearly insurance premium 
has risen to £250. O For the past few 
years she has had a yearly pay rise of 
10%. 


year planner /'jiə ,plaeno/ noun a 
large wall planner covering all the days of 
a whole year 


year to date /,j1a ta 'dert/ noun the pe- 
riod between the beginning of a calendar 
or financial year and the present time. A 
variety of financial information, such as a 
company’s profits, losses, or sales, may 
be displayed in this way. Abbreviation 
YTD 

yellow goods /'jeləu gudz/ plural 
noun high-priced goods which are kept in 
use for a relatively long time and so are 
not replaced very frequently. Compare 
orange goods, red goods 


Yellow Pages /,jelou 'pe1d31z/ trade- 
mark a section of a telephone directory 
printed on yellow paper which lists busi- 
nesses under various headings such as 
computer shops or newsagents 


yen /jen/ noun a unit of currency used in 
Japan (NOTE: It is usually written as ¥ be- 
fore a figure: ¥2,700 (say two thousand 
seven hundred yen).) 


yield /ji:ld/ noun the money produced as 
a return on an investment, shown as a per- 
centage of the money invested m verb to 
produce an amount or percentage as inter- 
est or dividend, O government stocks 
which yield a small interest O shares 
which yield 10% 
“...if you wish to cut your risks you should 
go for shares with yields higher than aver- 
age’ [Investors Chronicle] 
COMMENT: To work out the yield on an in- 
vestment, take the gross dividend per 
annum, multiply it by 100 and divide by 
the price you paid for it (in pence): an in- 
vestment paying a dividend of 20p per 
share and costing £3.00, is yielding 
6.66%. 
yours faithfully /,jo:z 'fe16f(a)li/ ad- 
verb used as an ending to a formal busi- 


453 


zoning regulations 





ness letter not addressed to a named per- 
son (NOTE: not used in US English) 
Yours sincerely /,j9:z sın'srəli/ ad- 
verb words used as an ending to a busi- 
ness letter addressed to a named person 
Yours truly /,jo:z 'tru:li/ adverb end- 
ing to a formal business letter where you 
do not know the person you are writing to 
zero /'ziərəu/ noun 1. nought, the 
number 0 O The code for international 
calls is zero zero (00). 2. same as zero 
dividend preference share 
zero-coupon bond /,z1arau 'ku:ppn 
bpnd/ noun a bond which carries no in- 
terest, but which is issued at a discount 
and so provides a capital gain when it is 
redeemed at face value 

zero dividend preference share 
/,zierav dividend 'pref(a)rans feaz/ 
noun a bond which pays no dividend, but 
has a fixed term and a fixed redemption 
price, which is a little higher than the re- 
demption price on similar gilts though the 
redemption price is not in fact guaranteed. 
Abbreviation ZDPS. Also called zero 
zero inflation /,z1orav m'flerf(9)n/ 
noun inflation at 0% 


zero-rated /,z1orau 'rertıd/ adjective 
referring to an item which has a VAT rate 
of 0% 


zero-rating /‘ziorau ,reitm/ noun the 
rating of a product or service at 0% VAT 


ZIP code /'z1p kaud/ noun US numbers 
in an address that indicate a postal deliv- 
ery area (NOTE: The UK term is post- 
code.) 


zipper clause /'z1pa klo:z/ noun US a 
clause in a contract of employment which 
prevents any discussion of employment 
conditions during the term of the contract 


zone /zaun/ noun an area of a town or 
country for administrative purposes W 
verb to divide a town into different areas 
for planning and development purposes 
land zoned for light industrial use land 
where planning permission has been giv- 
en to build small factories for light indus- 
try 


zoning regulations /,zounin ,regju 
‘lerf(a)ns/ noun local bylaws which reg- 
ulate the types of building and land use in 
a town 
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International Telephone Codes 


Afghanistan 93 
Albania 355 
Algeria 213 
Andorra 376 
Angola 244 
Anguilla 1 264 
Antigua 1 268 
Argentina 54 
Armenia 374 
Australia 61 
Austria 43 
Bahamas 1 242 
Bahrain 973 
Bangladesh 880 
Barbados 1246 
Belarus 375 
Belgium 32 
Belize 501 
Benin 229 
Bermuda 1441 
Bhutan 975 
Bolivia 591 
Bosnia 387 
Botswana 267 
Brazil 55 
Brunei 673 
Bulgaria 359 
Burkina Faso 226 
Burma (see Myanmar) 
Burundi 257 
Cambodia 855 
Cameroon 237 
Canada 1 
Cape Verde Islands 238 
Cayman Islands 1345 
Central African 

Republic 236 
Chad 235 
Chile 56 
China 86 
Colombia 57 
Comoros 269 
Congo 242 
(Republic of the) 

Congo 243 
(Democratic Republic of the) 
Costa Rica 506 
Croatia 385 
Cuba 53 
Cyprus 357 
Czech Republic 420 
Denmark 45 
Djibouti 253 
Dominica 1 767 


Dominican 
Republic 
Ecuador 
Egypt 

El Salvador 
Equatorial Guinea 
Estonia 
Ethiopia 
Falkland Islands 
Fiji 

Finland 
France 
French Guiana 
Gabon 
Gambia 
Georgia 
Germany 
Ghana 
Gibraltar 
Great Britain 
Greece 
Grenada 
Guatemala 
Guinea 
Guinea-Bissau 
Guyana 

Haiti 
Honduras 
Hong Kong 
Hungary 
Iceland 

India 
Indonesia 
Tran 

Traq 

Irish Republic 
Israel 

Italy 

Ivory Coast 
Jamaica 
Japan 

Jordan 
Kazakhstan 
Kenya 
Kuwait 
Kyrgyzstan 
Laos 

Latvia 
Lebanon 
Lesotho 
Liberia 
Libya 
Liechtenstein 
Lithuania 


1 809 
593 
20 
503 
240 
372 
251 
500 
679 
358 
33 
594 
241 
220 
679 
49 
233 
350 
44 
30 
1473 
502 
224 
245 
592 
509 
504 
852 
36 
354 
91 
62 
98 
964 
353 
972 
39 
225 
1 876 
81 
962 


254 
965 
996 
856 
371 
961 
266 
231 
218 
423 
370 


International Telephone Codes continued 


Luxembourg 352 
Macao 853 
Macedonia 389 
(Former Yugoslav Republic of) 
Madagascar 261 
Madeira 351 
Malawi 265 
Malaysia 60 
Maldives 960 
Mali 223 
Malta 356 
Mauritania 222 
Mauritius 230 
Mexico 52 
Moldova 373 
Monaco 377 
Mongolia 976 
Montserrat 1 664 
Morocco 212 
Mozambique 258 
Myanmar 95 
Namibia 264 
Nauru 674 
Nepal 977 
Netherlands 31 
New Zealand 64 
Nicaragua 505 
Niger 227 
Nigeria 234 
North Korea 850 
Norway 47 
Oman 968 
Pakistan 92 
Panama 507 
Papua New Guinea 675 
Paraguay 595 
Peru 51 
Philippines 63 
Poland 48 
Portugal 351 
Puerto Rico 1787 
Qatar 974 
Réunion 262 
Romania 40 
Russia 7 
Rwanda 250 


St Lucia 

St Vincent 
Samoa 
Saudi Arabia 
Senegal 
Seychelles 
Sierra Leone 
Singapore 
Slovakia 
Slovenia 
Somalia 
South Africa 
South Korea 
Spain 

Sri Lanka 
Sudan 
Suriname 
Swaziland 
Sweden 
Switzerland 
Syria 
Taiwan 
Tanzania 
Thailand 
Togo 

Tonga 
Trinidad & Tobago 
Tunisia 
Turkey 
Turkmenistan 
Tuvalu 
Uganda 
Ukraine 
United Arab 
Emirates 
United Kingdom 
USA 
Uruguay 
Uzbekistan 
Vanuatu 
Venezuela 
Vietnam 
Yemen 
Yugoslavia 
Zambia 
Zimbabwe 


1758 
1 784 
378 
966 
221 
248 
232 
65 
42 
386 
252 
27 
82 
34 
94 
249 
597 
268 
46 
41 
963 
886 
255 
66 
228 
676 
1 868 
216 
90 
993 
688 
256 
380 


971 
44 


598 
998 
678 
58 

84 

967 
381 
260 
263 


Local Times Around the World 


London time 


Abu Dhabi 
Adelaide 
Algiers 
Amsterdam 
Ankara 
Astana 
Athens 
Baghdad 
Bangkok 
Beijing 
Beirut 
Berlin 
Bern(e) 
Bogota 
Bombay 
Brasilia 
Brazzaville 
Brussels 
Bucharest 
Budapest 
Buenos Aires 
Cairo 
Calcutta (Kolkata) 
Canberra 
Cape Town 
Caracas 
Chicago 
Colombo 
Copenhagen 
Costa Rica 
Damascus 
Delhi 
Dhaka 
Dublin 
Gibraltar 
Hanoi 
Harare 
Helsinki 
Hong Kong 
Honolulu 
Istanbul 
Jakarta 
Jerusalem 
Kabul 
Karachi 
Khartoum 
Kiev 
Kinshasa 
Kuala Lumpur 
Kuwait 
Lagos 

La Paz 
Lima 


1200 


1600 
2130 
1300 
1300 
1400 
1800 
1400 
1500 
1900 
2000 
1400 
1300 
1300 
0700 
1730 
0900 
1300 
1300 
1400 
1300 
0900 
1400 
1730 
2200 
1400 
0800 
0600 
1730 
1300 
0600 
1400 
1730 
1800 
1200 
1300 
1900 
1400 
1400 
2000 
0200 
1400 
1900 
1400 
1630 
1700 
1400 
1400 
1400 
2000 
1500 
1300 
0800 
0700 


London time 


Lisbon 
Luanda 
Luxembourg 
Madagascar 
Madrid 
Malé 

Malta 
Manila 
Mexico 
Minsk 
Montevideo 
Montreal 
Moscow 
Nairobi 
Nassau 
New York 
Oslo 
Ottawa 
Panama 
Paris 

Perth 
Phnom Penh 
Prague 
Pretoria 
Pyongyang 
Quebec 
Rangoon 
Reykjavik 
Rio de Janeiro 
Riyadh 
Rome 

San Francisco 
Santiago 
Seoul 
Seychelles 
Singapore 
Stockholm 
Sydney 
Taipei 
Tallinn 
Tbilisi 
Tehran 
Tirana 
Tokyo 
Toronto 
Tripoli 
Tunis 

Ulan Bator 
Vienna 
Warsaw 
Washington, DC 
Wellington 
Yaoundé 


1200 


1200 
1300 
1300 
1500 
1300 
1700 
1300 
2000 
0600 
1400 
0900 
0700 
1500 
1500 
0700 
0700 
1300 
0700 
0700 
1300 
2000 
1900 
1300 
1400 
2100 
0700 
1830 
1200 
0900 
1500 
1300 
0400 
0800 
2100 
1600 
2000 
1300 
2200 
2000 
1400 
1600 
1530 
1300 
2100 
0700 
1300 
1300 
2000 
1300 
1300 
0700 
0000 (+1 day) 
1300 


International Currency 


In the following list, units of currency marked (*) usually have no plural: e.g. 


200 kyat (two hundred kyat), etc. 


Country 
Afghanistan 
Albania 
Algeria 
Andorra 
Angola 
Antigua 
Argentina 
Australia 
Austria 
Bahamas 
Bahrain 
Bangladesh 
Barbados 
Belarus 
Belgium 
Belize 
Benin 
Bermuda 
Bhutan 
Bolivia 
Bosnia 
Botswana 
Brazil 
Brunei 
Bulgaria 
Burkina Faso 


Currency 
Afghani* 

Lek* 

Algerian dinar 
Euro 

Kwanza* 

East Caribbean dollar 
Argentinian peso 
Australian dollar 
Euro 

Bahamian dollar 
Bahraini dinar 
Taka* 

Barbados dollar 
Rouble 

Euro 

Belize dollar 
CFA franc 
Bermuda dollar 
Ngultrum* 
Boliviano or Bolivian peso 
Marka 

Pula 

Real 

Brunei dollar 
Lev* 

CFA franc 


Burma (see Myanmar) 


Burundi Burundi franc 
Cambodia Riel* 

Cameroon CFA franc 

Canada Canadian dollar 
Cape Verde Islands Escudo Caboverdiano 
Cayman Islands Cayman Island dollar 
Central African Republic CFA franc 
Chad CFA franc 

Chile Chilean peso 

China Yuan* or renminbi* 
Colombia Colombian peso 
Comoros CFA franc 

Congo (Republic of) CFA franc 

Congo (Democratic 

Republic of) Congolese franc 
Costa Rica Colón* 

Croatia Kuna 

Cuba Cuban peso 

Cyprus Cyprus pound 

Czech Republic Koruna 


Divided into 
puli 
qindars 
centimes 
cents 
lwei 
cents 
australes 
cents 
cents 
cents 

fils 
poisha 
cents 
kopeks 
cents 
cents 
centimes 
cents 
chetrum 
centavos 
para 
thebe 
centavos 
sen 
stotinki 
centimes 


centimes 
sen 
centimes 
cents 
centavos 
cents 
centimes 
centimes 
centavos 
fen 
centavos 
centimes 


centimes 


centimes 
centimos 
lipas 
centavos 
cents 
haleru 


1 kyat (one kyat), 


Abbreviation 
Af or Afs 

Lk 

DA 

€ 

Karl 

Ecar$ or EC$ 


A$ 

€ 

B$ 

BD 

Tk 

Bd$ or BD$ 


€ 

BZ$ 
CFA Fr 
Bda$ 

N 

$b 


P 

R$ 

B$ 

Lv 
CFA Fr 


Bur Fr or FrBr 
RI 

CFA Fr 
Can$ or C$ 
CV esc 
CayI$ 

CFA Fr 
CFA Fr 
Ch$ 

Y 

Col$ 

CFA Fr 


CFA Fr 


¢ 


Cub$ 
£C or C£ 
K¢ 


International Currency continued 


Country Currency 
Dahomey (see Benin) 

Denmark Krone 

Djibouti Djibouti franc 
Dominica East Caribbean dollar 
Dominican Republic Dominican peso 
Ecuador Sucre* 

Egypt Egyptian pound 
Eire (see Irish Republic) 

El Salvador Colón* 

Equatorial Guinea CFA franc 

Estonia Kroon 

Ethiopia Birr* or Ethiopian dollar 
Fiji Fiji dollar 

Finland Euro 

France Euro 

French Guiana Euro 

Gabon CFA franc 

Gambia, The Dalasi* 

Germany Euro 

Ghana Cedi* 

Georgia Lari 

Great Britain (see United Kingdom) 
Greece Euro 

Grenada East Caribbean dollar 
Guatemala Quetzal 

Guinea Guinea franc 
Guinea-Bissau CFA franc 

Guyana Guyana dollar 
Haiti Gourde* 

Holland (see Netherlands) 

Honduras Lempira* 

Hong Kong Hong Kong dollar 
Hungary Forint 

Iceland Krona 

India Rupee 

Indonesia Rupiah* 

Tran Rial* 

Traq Traqi dinar 

Irish Republic Euro 

Israel Shekel 

Italy Euro 

Ivory Coast CFA franc 

Jamaica Jamaican dollar 
Japan Yen* 

Jordan Jordanian dinar 
Kazakhstan Tenge 

Kenya Kenya shilling 
Korea (North) North Korean won* 
Korea (South) South Korean won* 


Kuwait Kuwaiti dinar 


Divided into 


öre 
centimes 
cents 
centavos 
centavos 
piastres 


centavos 
centimes 
sents 
cents 
cents 
cents 
cents 
cents 
centimes 
butut 
cents 
pesewas 
tetri 


cents 
cents 
centavos 
centimes 
centimes 
cents 
centimes 


centavos 
cents 
filler 
aurar 
paisa 
sen 
dinars 
fils 
cents 
agora 
cents 
centimes 
cents 
sen 

fils 


cents 
chon 
jeon 
fils 


Abbreviation 


DKr or DKK 
Dj Fr 

EC$ 

DR$ 

Su 

£E or E£ 


ES¢ 
CFA Fr 


EB 

$F or F$ 
€ 

€ 

€ 

CFA Fr 
Di 

€ 

¢ 


€ 
Ecar$ or EC$ 
Q 


CFA Fr 
G$ or Guy$ 
Gde 


La 

HK$ 

Ft 

Ikr 

Ror Re or R$ 
representative 
RI 

ID 

€ 

IS 

€ 

CFA Fr 

J$ 

Y or ¥ 

JD 


KSh or Sh 
NK W 
SK W 

KD 


International Currency continued 








Country Currency 

Kyrgystan Som 

Laos Kip* 

Latvia Lat 

Lebanon Lebanese pound 

Lesotho Loti* 

Liberia Liberian dollar 

Libya Libyan dinar 

Liechtenstein Swiss franc 

Lithuania Lita 

Luxembourg Euro 

Macedonia Dinar 

Macau Pataca* 

Madeira Euro 

Malagasy Republic Malagasy franc 

Malawi Kwacha* 

Malaysia Ringgit or 
Malaysian Dollar 

Maldives Rufiyaa 

Mali CFA franc 

Malta Maltese pound or lira 

Mauritania Ouguiya* 

Mauritius Mauritius rupee 

Mexico Peso 

Moldova Leu 

Monaco Euro 

Mongolian Republic Tugrik* 

Montserrat East Caribbean dollar 

Morocco Dirham 

Mozambique Metical* 

Myanmar Kyat* 

Namibia Namibian dollar 

Nauru Australian dollar 

Nepal Nepalese rupee 

Netherlands Euro 

New Hebrides (see Vanuatu) 

New Zealand New Zealand dollar 

Nicaragua Cordoba 

Niger CFA franc 

Nigeria Naira* 

Norway Krone 

Oman Rial Omani 

Pakistan Pakistan rupee 

Panama Balboa 

Papua New Guinea Kina* 

Paraguay Guarani* 

Peru Sol 

Philippines Philippine peso 

Poland Zloty 

Portugal Euro 

Puerto Rico US dollar 


Divided into 
tyin 

at 

santims 
piastres 
lisente 

cents 
dirhams 
centimes 


cents 
paras 
avos 
cents 
centimes 
tambala 


sen 
laaris 
cents 
cents 
khoums 
cents 
centavos 


cents 
möngös 
cents 
centimes 
centavos 
pyas 
cents 
cents 
paise 
cents 


cents 
centavos 
centimes 
kobo 
ore 
baizas 
paise 
centesimos 
toea 
centimos 
cents 
centavos 
groszy 
cents 
cents 


Abbreviation 
K or Kp 


£Leb or L£ 
L 

L$ 

LD 

SFr or FS 


€ 


Por$ 

€ 

FMG or Mal Fr 
KorMK 


M$ 

MvRe 

CFA Fr 

£M or M£ 

U 

Mau Rs or R 
Mex$ 


€ 

Tug 

Ecar$ or EC$ 
DH 

M 

Kt 


A$ 
NR or Nre 
€ 


NZ$ 
C$orC 
CFA Fr 
NorN 
NKr 

RO 

R or Pak Re 
Ba 
KaorK 
G 

S 

P or PP 
Zl 

€ 

$ or US$ 


International Currency continued 


Country 
Qatar 
Reunion 
Romania 
Russia 
Rwanda 

St Lucia 

St Vincent 
Samoa 

Saudi Arabia 
Senegal 
Seychelles 
Sierra Leone 
Singapore 
Slovakia 
Slovenia 
Solomon Islands 
Somalia 
South Africa 
Spain 

Sri Lanka 
Sudan 
Suriname 
Swaziland 
Sweden 
Syria 
Taiwan 
Tanzania 
Thailand 
Togo 

Tonga 
Trinidad & Tobago 
Tunisia 
Turkey 
Turkmenistan 
Tuvalu 
Uganda 
Ukraine 


Currency 

Qatar Riyal 

CFA franc 

Leu* 

Rouble 

Rwanda franc 

East Caribbean dollar 
East Caribbean dollar 
Tala 

Saudi riyal or rial 
CFA franc 
Seychelles rupee 
Leone 

Singapore dollar 
Koruna 

Tolar 

Solomon Island dollar 
Somali shilling 
Rand* 

Euro 

Sri Lankan rupee 
Sudanese dinar 
Suriname guilder 
Lilangeni* 

Krona 

Syrian pound 

New Taiwan dollar 
Tanzanian shilling 
Baht* 

CFA franc 

Pa’anga 

Trinidad & Tobago dollar 
Tunisian dinar 
Turkish lira 

Manat 

Australian dollar 
Uganda Shilling 


Hryvna 


United Arab Emirates UAE dirham 


United Kingdom 
USA 
Uruguay 
Uzbekistan 
Vanuatu 
Venezuela 
Vietnam 
Virgin Islands 
Yemen 
Yugoslavia 
Zambia 
Zimbabwe 


Pound sterling 
Dollar 
Uruguayan peso 
Sum 

Vatu 

Bolivar 

Dong* 

US dollar 

Riyal 

Dinar 

Kwacha* 
Zimbabwe dollar 


Divided into 
dirhams 
centimes 
bani 
kopeks 
centimes 
cents 
cents 
sene 
halala 
centimes 
cents 
cents 
cents 
haliers 
stotin 
cents 
cents 
cents 
cents 
cents 
pounds 
cents 
cents 
örer 
piastres 
cents 
cents 
satang 
centimes 
seniti 
cents 
millimes 
kurus 
tenesi 
cents 
cents 
kopiykas 
fils 
pence 
cents 
centesimos 
tiyin 
centimes 
centimos 
xu 

cents 

fils 
paras 
ngwee 
cents 


Abbreviation 
QR 

CFA Fr 

Lorl 

Rub 

Rw Fr 

Ecar$ or EC$ 
Ecar$ or EC$ 


SAR 
CFA Fr 
Sre or R 
Le 

S$ or Sing$ 
Sk 

SIT 

SI$ 

Som Sh or So Sh 
R 

€ 

SC Re 

SD 

S Gld 
LiorE 
SKr 

S£ 

T$ or NT$ 
TSh 

Bt 

CFA Fr 


TT$ 
TD 
TL 


$A 
Ush 


UAE Dh or UD 
£ or £Stg 

$ or US$ 

N$ 


BS 
D 
US$ 
YR 
DN 
K 
Z$ 


Weights and Measures 
Metric Measures 


Length 

1 millimetre (mm) = 0.0394 in 

1 centimetre (cm) = 10mm = 0.3937 in 

1 metre (m) = 100 cm = 1.0936 yds 

1 kilometre (km) = 1000 m = 0.6214 mile 
Weight 

1 milligram (mg) = 0.0154 grain 

1 gram (g) = 1000 mg = 0.0353 oz 

1 kilogram (kg) = 1000 g = 2.2046 lb 

1 tonne (t) = 1000 kg = 0.9842 ton 
Area 

1 cm = 100 mm = 0.1550 sq. in. 
lm = 10,000 cm = 1.1960 sq. yds 
1 are (a) = 100m = 119.60 sq. yds 
1 hectare (ha) = 100 ares = 2.4711 acres 

1 kilometer (km) = 100 hectares = 0.3861 sq. mile 
Capacity 

1 cm = 0.0610 cu. in 

1 dm = 1000 cm = 0.0351 cu. ft 
lm = 1000 dm = 1.3080 cu. yds 
1 litre =] dm = 0.2200 gallon 
1 hectolitre = 100 litres = 2.7497 bushels 
Imperial Measures 

Length 

1 inch =2.54 cm 

1 foot = 12 inches = 0.3048 m 

1 yard =3 feet = 0.9144 m 

1 rod = 5.5 yards = 4.0292 m 

1 chain = 22 yards =20.117 m 

1 furlong = 220 yards =201.17 m 

1 mile = 1760 yards = 1.6093 km 
Weight 

1 ounce (oz) = 437.6 grains = 28.350 g 

1 pound (lb) = 16 ounces = 0.4536 kg 

1 stone = 14 pounds = 6.3503 kg 

1 hundredweight = 112 pounds = 50.802 kg 

1 ton = 20 cwt = 1.0161 tonnes 
Area 

1 sq. inch = 6.4516 cm? 

1 sq. foot = 144 sq. ins = 0.0929 m? 

1 sq. yard =9 sq. ft = 0.8361 m? 

1 acre = 4840 sq. yds = 4046.9 m° 

1 sq. mile = 640 acres = 259.0 hectares 
Capacity 

1 cu. inch = 16.387 cm’ 

1 cu. foot = 1728 cu. ins = 0.0283 m° 

1 cu. yard = 27 cu. ft = 0.7646 m° 

1 pint =4 gills = 0.5683 litre 

1 quart = 2 pints = 1.1365 litres 

1 gallon = 8 pints = 4.5461 litres 

1 bushel = 8 gallons 36.369 litres 


1 fluid ounce (fl. oz) = 8 fl. drachms 28.413 cm’ 
1 pint = 20 fl. oz = 568.26 cm’ 


SWOT Analysis 


Organisation 


Strengths 


The services, products or 
skills which the 
organisation is good at 
doing or making 


Opportunities 


Segments of the market 
which are attractive, and 
where changes in the 
market might work in 
favour of the organisation 


Weaknesses 


The services, products or 
skills which the 
organisation can’t do or 
doesn’t do well 


Threats 


Segments of the market 
or changes taking place 
in the market which make 
it difficult for the organi- 
sation to work there 


Sample Business Letters 


Smith & Bell Ltd 
123 St James Street 
BIRMINGHAM 
B1 2HE 


15th April 2004 


Dear Sirs, 


We would be grateful if you could send us a copy of your current catalogue and 
price list. 


Yours faithfully, 


Pamela Williams 
Purchasing Manager 


ELETERE ICR FCA Ck ae 


Ms P. Williams 
Purchasing Manager 
Black & White Ltd 
12 Waterloo Street 
Norwich NH2 4QX 


Our ref: 1234 25th April 2004 


Dear Ms Williams, 

Thank you for your letter of 15th April. Please find enclosed this year's catalogue 
and our current price list. Please let me know if there is any further information you 
need. 

Yours sincerely, 


Philip Stevens 
Smith & Bell Ltd 


Encl. 


Sample Business Letters continued 


Smith & Bell Ltd 
123 St James Street 
BIRMINGHAM 
B1 2HE 
20th May 2004 
Dear Sirs, 


Order Number: PW/5678/5/01 


From your current catalogue, please supply the following items: 
20 x 8765/WB 
10 x 6543/QA 
2 x 3210/ZP 
Please deliver with an invoice in triplicate to the following address: 
Black & White Ltd 
24 Blenheim Street 
Norwich NH25 2PZ 


Yours faithfully 


Pamela Williams 
Purchasing Manager 


FEI SISTA IOI A I II HOR OK 


Ms P. Williams 
Purchasing Manager 
Black & White Ltd 
12 Waterloo Street 
Norwich NH2 4QX 


Our ref: 1456 27th May 2004 

Dear Ms Williams, 

Order Number: PW/5678/5/01 

Thank you for your order. We are able to supply all the items listed immediately, 
with the exception of 6543/QA which is currently out of stock. We expect new stock 
to be delivered within the next two weeks, and that part of your order will be 


supplied as soon as stock is in our warehouse. 


Yours sincerely, 


Philip Stevens 
Smith & Bell Ltd 


Sample Business Letters continued 


Smith & Bell Ltd 
123 St James Street 
BIRMINGHAM 
B1 2HE 
20th June 2004 
Dear Sirs, 
Invoice SB/1097 
Our Order Number: PW/5678/5/01 


We have received the items ordered, but one box of 8765/WB was badly damaged 
when delivered and some of the contents are unusable. We should be grateful if you 
could replace it as soon as possible. 


Yours faithfully 


Pamela Williams 
Purchasing Manager 


Kk k k k k k k ge 2 K fe 2 2K K K 2 


Black & White Ltd 
12 Waterloo Street 
Norwich NH2 4QX 


Attn: Ms P. Williams 
Purchasing Manager 


1st September 2004 
Dear Ms Williams, 
Invoice SB/1097 


We note that this invoice has not been paid and would be grateful if you could settle 
it within seven days. 


Yours sincerely, 


Accounts Dept 
Smith & Bell Ltd 


How to Say ... 


The Alphabet 
A /e1/ 
B /bis/ 
C /six/ 
D /dis/ 
E /ix/ 

F /ef/ 
G /d3i:/ 
H /eit f/ 
I /ar/ 

J /d3e1/ 
K /ke1/ 
L /el/ 
M /em/ 
Numbers 

1, 2, 3,4 

LII, HI, IV 

Ist, 2nd, 3rd, 4th 
5,6, 7,8 


V VI, VI, VIII 
5th, 6th, 7th, 8th 


9, 10, 11, 12 

IX, X, XI, XII 

9th, 10th 11th, 12th 

13, 14, 15, 16 

XIII, XIV, XV, XVI 

13th, 14th,15th, 16th 

17, 18, 19, 20 

XVII, XVII, XIX, XX 

17th, 18th,19th, 20th 

21, 22, 23 

XX1, XXII, XXII 

21st, 22nd, 23rd 

30, 31, 32 

XXX, XXX1, XXXII 

40, 50, 60, 70, 80, 90 

XL, L, LX, LXX, LXXX, XC 
40th, 50th, 60th, 70th, 80th, 90th 


100,101 
C, CI 


200, 300, 400, 500 
CC, CCC, CCCC, D 


1,000 
M 


10,000 
1,000,000 
1,000,000,000 


/en/ 

/30/ 

/pis/ 

/kjus/ 

/ax/ 

/es/ 

/tix/ 

/jus/ 

/vix/ 
/‘dab(a)ljus/ 
/eks/ 

/wal/ 

/zed/, (US) /zix/ 


NK KE <COHONADNHVOZ 


one, two, three, four 

first, second, third, fourth 

five, six, seven, eight 

fifth, sixth, seventh, eighth 

nine, ten, eleven, twelve 

ninth, tenth, eleventh, twelfth 

thirteen, fourteen, fifteen, sixteen 
thirtheenth, fourteenth, fifteenth, sixteenth 


seventeen, eighteen, nineteen, twenty 


seventeenth, eighteenth, nineteenth, twentieth 


twenty-one, twenty-two, twenty-three 


twenty-first, twenty-second, twenty-third 
thirty, thirty-one, thirty-two 


forty, fifty, sixty, seventy, eighty, ninety 


fortieth, fiftieth, sixtieth, seventieth, eightieth, ninetieth 


one hundred, a hundred; one hundred and one, 
a hundred and one 


two hundred, three hundred, four hundred, five hundred 
one thousand, a thousand 


ten thousand 
one million, a million 


one billion, a billion 


How to Say ... 





Decimals 

0.5 zero point five, point five 

0.25 zero point two five, point two five 

2.5 wo point five 

Money 

£1 one pound, a pound 

30p hirty pence, thirty pee 

£1.25 one pound twenty-five (pee), one twenty-five 
£27.36 ‘wenty-seven pounds thirty-six (pee) 

$1 one dollar, a dollar 

10¢ en cents, or (US) a dime 

25¢ wenty-five cents, or (US) a quarter 

$1.25 one dollar twenty-five, a dollar twenty-five, one twenty-five 


Telephone numbers 


020 7921 3567 oh-two-oh, seven-nine-two-one, three-five-six-seven 

Years 

1905 nineteen oh five, nineteen hundred and five 

1998 nineteen ninety-eight 

the 1900s, the 1900’s the nineteen hundreds 

2000 two thousand, the year two thousand 

2005 two thousand and five 

Dates 

2.1.98 or 2/1/98 the second of January, nineteen ninety eight, or (US) February 


first, nineteen ninety eight (NOTE: European and British dates 
are written with the day before the month, American dates are 
written with the month before the day.) 


Some words with numbers 


999, (US) 911, (Australia) 000 nine nine nine, (US) nine one one, (Australia) triple oh 
(NOTE: the number to phone in an emergency) 

24/7 twenty-four seven (NOTE: means ‘all the time’) 

9/11 nine eleven (NOTE: the eleventh of September 2001, when 
many people died in a terrorist attack in New York) 

the big 40, 50, etc. the big four oh, five oh, etc. (NOTE: used humorously to 
refer to a fortieth or fiftieth, etc. birthday) 

Al / ei 'wan/ (NOTE: means ‘excellent’) 

Al, A12, B125, ete. / ei 'wan/, /,ei 'twelv/, /,bir wan tur 'faiv/, etc. (NOTE: the 
numbering system for roads in Great Britain) 

4x4 four by four (NOTE: a vehicle with four-wheel drive) 

4WD four-wheel drive (NOTE: a system in which engine power 
drives all four wheels of a vehicle, or a vehicle with this 
system) 

H,O / eit ftu:'3U/ (NOTE: The chemical formula is sometimes 
used to say ‘water’.) 

M1, M25, etc. / em 'wan/, /,em twenti 'fatv/, etc. (NOTE: the numbering 


system for motorways in Great Britain) 
Numbers are sometimes used as abbreviations in e-mails, text messages or adverts. 
2day today CUL8R see you later L8R later 
4U for you F2F face to face M8 mate 
B4 before GR8 great P2P person to person 


Using the Telephone 












Hello, could | speak to 


Hello, United Export. 
Mr Jones, please? 












Hello, could | speak to 
Mr Jones on extension 
142, please? 


Speaking. 









This is Alan Smith of 
Colville International. l'm 
calling about... 














Certainly. Hold on, I'm 
putting you through... 


Hello, could | speak to Hello, Roger Jones 


Mr Jones, please? 










This is Alan Smith of Colville 
International. l'm calling 
about... 


I'm afraid Mr Jones is out of 
the office. Would you like to 
leave a message or Call 
back later? 


We have a bad line 





Could you tell him that 
Alan Smith of Colville 
International called and 

ask him to call me back? 





















Can you speak up? 


Can you slow down? 





Certainly. Thank you for 
calling. Goodbye. 


Can you repeat that? 


Can you spell that? 


